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BOP,' Inc.",""1s-a mobile office that simulates a Mortgage and Loan 
office, Thei primary purpose is to provide a work experience for 
hi^h school students who have office skills so that they can 
make decisions about working in an office. ^ 



The B.O.P., Inc. program was adaptedjfrom the M.O.E., Inc. program 
operating out of Utah Sl^ate Univ^rsUy in Logan, Utah. ^ 

The success of the program is dependent on an instructor who has 
actual office management experience, which can be applied in 
simulation. ' ' ' 



Bert W- Nixon, Ed. D, 
Director, Career Education 



^ _ 

TABLE OF CONTENTS 



PREFACE 1 



s 

, I 

TABLE OF CONTENTS ' ,• 

OVERVIEW OF PROGRAM ^. . . . « J 

; BOP, Int., Simulation pr^cedur&s >.....• "... 3 

Simulation Morotgage and Loan Office 5 

Job Positions . ^ 

PHYSICAL FACILITY, B.O.P., Inc ' 8 

Floor Plan f 10-A 

Sketch of Office \. 

Equipment and Materials • . . lO-C 

Teacher Prerequisites •.. • • : 

Simulation Design • • • •. ]3 

Phase II , • - • 5 

Phase III < '5 

Phase IV Full-scele Simulation • 31 

Files Materials, etc., for Simulation 32 

F'iles and Materials s 33 

Payment Numbers and Posting Codes 36 

Posting and Tax Clerk - ; 39 

Tax and Insurance Amounts 42 

Insurance Pol icies 

p Insurance Clerk Tickler Card List . . 48 

' Insurance Policy Renewals" 50 

Teacher Key, Phase II 

B.O.P. Payroll and Salary Schedule 55 

. Forms Ledger, ect. ' 

Duty ^unwary and Recap °2 

Insurance °' 

Teacher's Key, Phase III 

' B.O.P. PayroVl and Salary Schedule 73 

. Insuranc-e 74 

Teacher's Key, Phaie IV • • 75 

* Vice' President 75 

, Telephone Calls 84 

■ Phase rv— Teleplione Calls • . . . . 92 

Rush Jobs for Phase IV • 106 

Interviewing for B.O.P. Position . ^ ........ 123 

Evaluation Sheet • • • 126 

See Student's Manual for additional information 



\ 



ii 



' B.O.P. , INC. • ' • 

Bingham Counti- Oif-ic^ Program 
A Simulated Office 

. OVERVIEW OF PROGRAM \r 

BOP, INC. iV a mobile simulated mortgage and loan office prograrn 

serving studsits in the' high schools of Bingham County ,4daho. The 

program is housed irt a 12' X 44' mobile office designed tor simulation. 

The program is ^igned to assist students in learning how to work in a* 

business office.' Through actual office work experience students will 

determine wl'.elher they want to. work in an office environment. If they 

find they enjoy office work they will, through experience, be able to- 

determine the k'inds of positions and tasks that are most compatabl^ with 

t^.eir particular interests end skills. Some .may find they do not enjcy ^ 

wor'<irg in an office e.ivircnmcnt, which is also important. 

. The simulated progranfis designed for students who have developed 

son° office skills. In Idaho these^re students who are enrolled in t--- 

\ 

vc-.ational officp occiipauori co^jrses. A modified program of e)<ploratory 
nat-re ic dciigr.ed for o'.^er busines'; education students. 

"^..In the BO?, INC. SimulaLed Progran,- this conSists'of short (two to 
foiT hc'jr) jD'JSiness and. off ice Dccjpations exploratory experiences, wiisr? 
students get some feel for the type of work that goes, 'on in an office, , 
office physical enviror.-ner.t, and a chance to perform some of the tasks in 
an office. Office r:ci:pdticns students informed of the positions 
available end "opei." .Students than decide which position they would like. 
coir,p1o'-e an application,, are interviewed by an executive or admlnistratorc^ 
ard hired for a p.'>itior,. They begin working in the position they ^re 
"hired" for, but progress from one pcsition to another until they have 
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the opportunity and experjience of worki.ng in each of following positions; 
Administrative Assistant, Vice President, Executive Secret«t»i|, ^Receptionist, 
Cashier, Insurance Clerk and Posting and' Tax Clerk. 

Our purpose in simulating an office is to give potential office 
workers an opportunity to work i.i an office and become a part of <,a real 
office organization.. The o^ily time the stucients in BOP, .INC. do anything 
other than office work is when they become the Administrative Assistant; 
they then act as the outside world. In this [JSsition they may stimulate a 
telephone operator, a customer, gr a banker down the street. 

The BOP, INC. simulation was copied from -an actual mortgage loan 
ofjfice--Utah Mortgage Loan Corporation of Logan, Utah. Four simulation 
experts entered the offices of U.M.L.C. and interviewed each worker at his 
work station. These workers were asked que5tions about their position's and 
how they related to the overfall operation of the office^. The simulation 

team collected procedures and for^s, etc. FVom this exciting beginning came 

samples of forms, information aboi>t procedures, ideas for equipment, positicp 

and techniques that ^re used in BOP, INC. 

BOP, INC., then,, functions as a mortgage and loan office by simulating. 

the processes and procedures that occur in a typical mortgage-loan company. 

As students assume the position, play the role and do the work as an office 
-employee, they learn to participate as a part of a team member jiif^n offiqft. 

Their contribution is important in providing an effective and satisfying/^ 

offic^ atmosphere. ^ ' 

Part of their learning to Work in an officers fn understanding and 

experiencing proper habits and attitudes toward the following: ^ 



, ' t 

1 . Breaks , . . " 

2. Absences ' , 

3. Tardies - . , ' ' * 

4. Chain of Command 

5.. Dress ■ ^ « . , t 

6. Comfflwrii cati on in the office ^ . ' 

7. ComnHKii cation with the public 

In addition students learn to use business terms and office vocabulary. I 

'While working with BOP, INC., students are evaluated on the quality 
and quantity of work, ability to follow-in.structions , starting work with^out 
being told, diligence, judgement,- initiative, responsibility, attitude, 
promptness, response to supervision and instruction , courtesy, cooperation, 
relations with co-w^kers and appearance. Evaluations are completed by 
the Vice President ar\d President (Instructor). 

RQP. INC. Simulation Procedures ♦ ' 

As a^rker in BOP. INC., students are given tjie opportunity to work in 
all of the p'os'itions in the office. They rotate through the positions as' 
directed by the instructor. The simulation program consists of the^foll owing: 
Phase I -- Orientation and- Preparation 

This is the general -introduction to the simulation. It involves an 
acquaintaticeship wi,th-the simulation facility and a laying' of ground ' 
^rules for work therein and procedures to be followed.- Phase I starts 
rrear the beginning of the school year with BOP, INC. going to each high 
' school for a two day orientation. This gives students an opportunity 
to see the-office, become aware of and be introduced to the program, and 
learn of what is expected of those who are "hired" to work in the office, 
r The orientation should be an experience that creates in students a high 
"* motivation for learning all they can and Sharpening their skills prior 
to entering the office. 

, After students have seen BOP, INC. and received an orientation to 
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the prpgram they contijnue in their regular Ingh school course until ^ 

BOPj^ INC. 'arrives at' their ^c^^oo^ fojr simulation ♦ During this interval 

students complete application forms , are intervie^/ed and are "hired" 
for a position* in the office. 

Phase XI-"Positional Instructions and Simulation ^ 

Phase JI begins with studervts being ^assigned to their positions 
and an office group brtefing by the instructor of each position^ and ^ ^ 
responsibility. This is followdd by assignments to the routine, "simple . 
tasks for each station, and instructions on general procedures. 
Following the briefing students begin wor-king, and the instructor 
individually bj^iefs ,each student on their tasks and responsibilities. 
The instructor also reviews the^'procedures to insure students have a 
thorough knowledge and undeVstanding of their pq?ition. As each student 
progresses in his/her work-, additional work is added and more complicated 
office interdependence procedures are initiated, Iroup debHefings occur 
as needed to soli^e problems and clarify responsibilities and procedures. 
Phase III and IV-f-Rotation and Indepti> Simulation 

• After about doe week (or when students have achfeved some»mastery , 
of their job) stude\sare rotated, to a new position where "they work, for ^ 
three <or four days, then rotated again, etc, so thf\t they have an 
opportunity to explore other jobs in the office. This gives students an 
overall unders^tanding of a'mortgage-^d loan office and a chance to see 
the op^^tion from a difffrent position. Some students may not rotate to 
all positions because of personal reasons or skill deficiencies. After 
Phase III (rotation through .the jobs), students are again assigned to ^ 
positions for indepth simulation with the Vice-Presidents' having complet 
control over the office. During Phase IV, the quality. and qOantity ^ 




■ standards are 'progressively and systematically raised with students 
be1ng-ablG-4o -handle^ilLsituations^f work with minimum confusion ar.. 

maximum efficiency. - ' 
Simulation in BOP. INC. Mo rtoaae and Loan Office - ^ ^ 

Simulation is* not a new concept in education. It has been around for 
many years. You very likely used it'as a child when. yoO^vere growing up. 
You assumed the role of\ne of yoyr parents, the nurse, or a fire chief. 
Simulation is a veVy real part of our learning process. - 

Webster says that simulation is "to assunie the appearance of . . ." 
With BOP, INC. we are assuming the appearance of an. office; and in order tc 
succeed, we must get realistic reactions from the participants. It takes r. 
lot of preparation 'to get this kind of response.. Imagine the background an 
effort that- goes into'^a space shot simulation, a national emer.gency Simula- 
tion, or ait office simulation. , ' " . 

A mortgage loan company provides money for the(pur?hase of homes and 
property, or both. This company obtains the money it loans to borrowers 
from investors. These investors are usually Verge insurance and investment 
companies. The Mortgage Lo&n Company makes a profit from "buying" money f 
these investors and "selling" it to borrowers at a slightly higher rate c, 

interest. • 'li ^ ' 

'when a couple decides to buy a home, they usually contact ,a real esta 
broker who sfjows them seieral homes. When the coQple decides on a home>t 
buy., they may select a mort'Ji^lcan company where they can receive a loan 
at the lowest possible rate of interest. The couple is interviewed by an 
official of the company and that official makes a decision as to whether r 
loan should be made or not. 

If, acceptable to all parties, the loan is then made'.to borrower for 

\ 
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^ payment on the home. A welcome letter is sent from the Mortgage Loan Company 
to the borrower along with payment information and a set of codPon§, one of-, 
which is to bo returned with each monthly [Payment. ' . 

Each month the borrower writes a check for the amount of the payment, 
^ 'Utaches.it.tQ the coupon for that- moi^nd. sends it to the mortgage 
■ ■ V company. The cashier at the mortgage company receives the check arrii coQpon. ' 
. VThe check is then deposited in the bank, and the coupon is sent through the 
company; s system, and posted to the borrower's account. • 

In most states it is possible for the borrower to pay fire and hazard 
insurance and property tax premiums together with the mortgage payment. ^ 
. These funds are kept in reserve accounts with the mortgage company uritiljthe ' 
payment for each comes due. This enables.the borrower, to pay the same payment 
each month and not have to make *a large payment for insQrance or taxes when" ( 

' ^ach comes due. 

Job Position's in BOP, INC. . ' . 

d The names, despriptions and objectives of positions are: 

Vice President ^ ' . 

Is in chargeNof the office and is resporisiblejor upgrading procedures, 
s responsible only to the President. Must supervise personnel, make , 
Personnel evaluations, dictate letters, complete payroll, calculate 
eaHy payoffs, complete: annual statement and interview- prospective 
• ' employees. Signs all checks. ^ ^ ... ' 

Executive Secretary ^ ^ , ■ 

' ' Regulates work overflow, handles, dictation and- transcription duties', . 

■ and is responsible to the Vice President. 

Receptionist 

Meets visitors, files all correspondence, types all checks, reconciles 
all bank statements, screens visitors , ^and fills in wherever needed 
in the office. 

Administrative Assistant 

Takes the place of the outside world in the gimu'lation.- Du-ties consist 
1 _ , _ ' 

O .. ' -6- ' ■ 
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of being an assistant to the teacher, role^playing (County Tax Assessor 
Bank, Insurance Company, Mailman, Borrowers), telephoning, evaluating^|| 
initiating customer contact,' ma"king up bank statement and miscel laneoij||j 
duties directed by the teacher ^ ' v ♦ • 

Cashier 

Receives and deposits borrower payments, manages petty cash fund, posts' 
to investors* ledgers, completes daily sOmnjary and recap, virijf.es • 
welcome letters to new borrowers,^ completes payipent facts sheets, and 
handles all bad checks procedures/ 7 

Posting and Tax Clerk ^ ^ 

"* • ■ * «. - 

Requests individual property tax amounts from county assessors for 
borrowers, pays taxes from individual borrowers' reserves, requests • 
additional funds to pay taxes for the borrower-s and posts to borrowers* 
ledgers. ^ m' ' * 

Insurance Clerk 

f * ^ 

Checks insurance policies for completeness and accuracy, completes, 
correction, forms, on incorrect policies, writes .premium letters and 
completes tickler cards oVi correct policies, ji.andles po Key ^ , 
cancellation notices and 'renews insurance policies usiny customers * 
reserves or requests additional fun^s from borrowers. ^ 

Presi<;leni ^" : • ' 

Is the instructor and in charge of and responsible for the 

BOP, INC. program, * . ' - ^ ^ 
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DESCRIPTION ' , - . , , 0 ' ■ 

"The BOP, INC. Mobile Office i,s a 12' X 48'.' (ov^eraM) 1^451 e unit 
buil't by a mobile hoAe bui-lder. It consists of the folldwing:^ ... 

' 12' X/44' shell with '2" X 4", sidewall studs on 16" centers-, 3/1^' 
.interior paneling (light o'fek), insulated with 3 1/2" ijsu.latfon^n • 
- the walls, ^5. 1/2 " insulation in the ceiling, and 6 Ml ■ insulation 
in the floor. Aluminum foamcore insulated exterior siding. 
Interior cabinet and counter-top iT)aterials coordinated with paneling. 

•" Inside is opefi v/ith no cro'ss-walls. ful 1 -length center-run .fluorescent 
lighting, wall-to-wall carpeting ar^ ^elij-containfed elec^ic furnace 
with integral refrigerated air-conditioning ducted under the floor ^ 
- • to 'four vents'. > ^" , 

Toilet ami lavatory facilities are not included. 

' ' ' • ' ' } " ■ • 

Two separated doorways are placed on the salne side of^the unit. • 
Dead-bolt security locks anjd storrti doors are prspvided. No Windows • 

■'are included. " ' , - • . . ' \ 

. • V , ■ ■ - (' f^- 

Unit is towablel frame is reinforted. Stop, signal .and marker Ij.ghts 
are permanently attached and wired for. quick-connect to towing \^ 
vehicle "Wide load"'and flasher J ights" 'conforming to. state 1^ ar^ / 
permanently 'attached to the backs of -the units. T-aqaem. axles witb . 
electric brakes are provided; suspens-ion is adoquate tor trailer ' 
w4ght and 2000 to 4000 pounds of installed equipmept.. Six storable . 
leveling jacks and two portable, stairs are .provided for each unit. 

,4,. ■» , ■ 

Units' require 150 amp. 220v/llOv service with two externa-1 weather • \^ 
proofed junction boxes, one 100 amp, and one 50 amp. ^nd two 15' 
heavy duty weatherproof ed entrance cables Tor connection to electrical 
" service at site locations. Units are equi'pped with grounded IJOv 
double outlet boxes located 32 inches apart- on the full perimeter 
of each unit and 40" above !he flopr. All wiring meets 'applicable - 
national, state and local codes.. ' 



Two fire extinguishers and other equipment necessitated by the ! 
Occupational Sfifety and Health Act is provided for each unit.* 

Interiors of each unit were constru^cted with the built-in counters 
and storage cabinets as noted in the floor plans. 

Inasmuch asl)ossible, construction conformed to trailer-house. standards 
to minimize the cost factors of custom building the units. 



Recommended additions: 

The following recommend ati.ons are a resUj-t of the operation of •• 
' the mobile units, i It is recommended that: ' ' , ' ^ 

Exterior lights over the doorways. be provided, for safety^ 
and security. _ . " • y ^ 

! . . Adequate venti lation • be provided in addition to air conditioning 

''i ' Two rws of lights positioned, above counter work areas to ^ - 
prevent glare a/id 'shadows. ' ' , • \ ' > 

. Heavy-duty storm doors or heav'y duty trailer-house cjoors.be s 
provided. • ; • . . ' • 

Specificati ons • ' ' > • • ' ^ 

' Body Dimensions: 12' X;-45''. (12' X 48' overall )' * 
Doors: Two exterior doors, 2'8''"X 6'8" with storm doors. 



Steps: Two .steel- steps and landing/ for entrances that are lightweight, 
collapsible and easily' transported. , 

Frame: Heavy duty framfe apd hitch; . . ^ 

Walls f 2" X^' -Studs oh^ 16" xienters - , , 

. 1/4" interior paneling • • " • 

' ■ ' .019 gauge ribbed-aluminum outside ^ - 

Rootf: .Trusses with. 1/^' plywood under heavy gauge aluminum. 

Floors: 2" X 6" Standard fir joist on 16"" centers, 3/4" particle board. 

Insulation: Wall - 3 1/2" fiber glass . ( 

, Roof - 5" fiber glass / 

- . Floor - 6" fiber glass 

,^;Ughtin9 . Fluorescent dir^Gct lighting - 'l-.QG ft ..' candles' at ■.30" . / 
above floor. ; ■ ' ^ - . . 

Undercoatfng: Asphalt based undercover or^ coating. . _ 

■Tires and axle: Tandem axle and four electric brakes. Tires. - efghf 
" ply nylon 14.7'X 5. ' 

. ' ■ ■ ' . •* 

Carpeting:. Carpeting throughout - 1/10 gauge, 270 pitch, 8.2>ro^s 
^ per ifich, .150" pile height, 26.5 ounces per jrard., 'ShocK 

proof/static free", soil /water/stain resistant, gold/gre6n 
in color, pril^iary and secondary jute back with rubber v<af fie 
tyfe padding'; qbri or selection to be approved priorVto- [' ■ 
' instal lation. "4 . . ■ ' • ' ' '. 



: Heating: 2^0 voU, 65] m^'> 15 KWj:&cir^tJtffttn§- eletiWr-fur^^^^ .. 
• ' • '4*cfucts^ln.GlI*ntep^o.f:Geor '" . '■ ■ :. • 

Air eor.d1nWin^^ Threaten 'rB"ngeratfon unit ducted with furnace,, . 

Electrica'K - a 220v to tife "UBii'd'^or: all .hjatiog atid. air- conditioning > • . 

- s ■ ; - ' uni ts-.^ ■ I'm 'tq ;^e"uied'for en-:9thQr. -oircintsr - ; •■ ; • 

- Efettrtcar "(qrdpnd^f-loutleCsr. fl^sh- with,wa.1?--t*)r^^ 

, • ' ■ located '4p.* frCm floor, and -centered between. ^idewa 11 studs 

■ . ^ ' every 32" -full perinieterv©t-'^3ch unit. . . 

• ' ■ ' External (weather proofed^Jun-ction breaker .box -w-i th. ZOOy ■ 

'. } incoming circuit,. providing; 220v and nov. Located within 

\"' / w^l l and metal •door cove/ihg^-^J?en.ing Jo, iin-it. _ ' 

12 gaug^ wire minimum. _ - ' "-*r:" -r- -t^" u c*. • 
/- ' Wiring to meet all NECA/U.L. and. applicatj^le Idaho State . 

^ codes-. ... ' ■ '~ 

Ext-er?K)r lights at eaCh door. , , . ' 

3-way. switch at each *of .the doors fpr overhead lights^ ^ 

Fireproofing: Two Cp. fire extinguishers to.be provided for. eaph unit. 

Interior Detail: Cabinet finish coordinated' with, panel ing: werever 
poss^lble, standard trailer house cabinets to be . • 

utilised. . \ . ' \, ■ 

Formvc^/equivalent counter t§p mectenal woodgrain 
' ' (teak)-i'inish. {Color Cabinets, and counters to be- 

built-in as per Idrawing." 

Jacks: Adjustable jacks (6 per unit) capable of supporting unit while 
in use. "• •• , 

Floor Plan and Sketch ■ ' , ' ^ . 

A simplified floor plan is .located on page . A sketch of physical 
arrangement of office positions is located on page : 
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A. 15 KW -Ele^^.trfc .Furrra,e'p. 

B. Oyerhead kitchen Mtlnets for storage 12" wfde-18" high/ shelf 

C. Counter,- 24" X 2T- high , - ' 

D. Closet, storage & Co^t, 36" X 30" deep 

E. Cabinet-, Storage, 30" X ^8" X '36" high 

F. * Counter, >30" X 26" high 

G. 3-ton •REi^ri-^era'tion Unit 

H. Control /Breaker Panel - . - ^ 

■ 1. Shelf,' S''' wide 42" high ' ■ ■ \ 



ERIC f 



Scale 1/8" = 1 



. : \ 



7. 



t3'.0.P.= i;iC. .OFFICE 

.^KETGH OF Office ' 
Positions 



D 

J 



vv -- 



* -t 













X) 






1 



- A. Administrative Assistant 
B. Instructor 

C/ Receptionist 

- D. Vice Presi<ient (2) 

E. Insurance Clerk (2) 

F. Posting and Tax Clerk* (2) 
V G. Cashier (2) 

Secretary 
I/. *E>{ecutive Secretary (2) 

\ 



* 




Scale 1/8" 
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EQUIPMENT AND MATERIAliS 

In selecting equipment for BOP>Inc., consideration was given to 
the followingT ' ^ 

' 1, What was used in area by businessmen-to supplement existing 
equipaient. ' ^ ^ 

2, Available in the schools 

3. Superior service and maintenance on equipment 

,4, To prepare students foT employability for "tomorrow!^ 




' These factors* resulted in the purcliase of the following equipmenjr. 
One exception is the 'IBM Magnetic Card Selective Typewriter which is 

leased from IBM/ ' , . t 

Executive desk (3) ' ' $420.00 

* Secretarial' de^k, rectangular (1) ' 105.00 

Secretarial desk, L-shaped (5) ' 540.00 

Postage scale (1) , 5.00 

Desk calendars ,(13) , , , 36.40. 

Name plates for each 'position 03) , ^ 78.00 

Time clock (1)' I ' 

Executive chair (1) ' ^'50.00 

Secretarial chair (.12) ' 480.00 

Straight back chair (2) „ 20.00 

^File cabinet, standard 4 drawer (1) 60.00 

File cabinet, legal 4, drawer (1) 70.00 

Hanging file folders, letter size (200) - 13.00 

Hanging'file folder, legal size (300) ^ 16.00. 

File frames, legal (4) " 10.00 

Staplers (6) 25,20 ^ . 

Scissors (6) ^..20 

, 'Dictation system, Lanier-Nyematic 900.00 

/ Waste baskets (7) * 21.00 

f 
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6' X 8* 2-drawer file (2) 


$ 50.00 


In-Dut box (13) . 


33.00 


Clock^ (1) . 


25.00 


6-drawer cardex fi.le (1) 


50.00. 


Telephone System 3ogeh II phones (1) 


700.00 


Paper cutter (1 ) 


'25.00 


Transparency maker' 3H Model 45D (1) \ 


374.00 


-Cassette player, Channel Master (2) 


60.00 


Calculator, Burrough Programable (1) 


1-275! 00 


Calculator, Olympia (4) 


* 450.00 


Calculator, Frieden (1) ^ , ' 


300.00 


Typewriter, Olympia Executive (1) 


418.00 


Typewriter, Olympia Electric J35 (3) 


- '828.00 


Typewriter, IBM Correcting Selectric II (1) 


580.00 


Typewriter, IBM Selectric II (2) 


770.00 


; Typewriter, IBH:l3>s Selectric (1)- 


430.00 


Paper pufich 


10.95 


Rubber Stamp Cnon-negotiable) 


5.00 


Roledex file 


-> 11.95 


Ward Guides (3) 


8.85 


Chairsr-plastic (2) ; . 


• 20.00 


I.B.M. Typing , el ements (3) ^■ 


56.00, 


Phone pickup for recorder • 


5.00 


Tool Kit (1) 


7.00 


Pencil sharpener (1) 


• 6.00 
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"Today's Seceetary", magazine .(modern secretary)- 

Office supplies: paper, .pencils, paper clips, 
'forms, etc, for year ' . , 80.00 

Athd- 



TEACHER PREREQUISITES 



Simulation is not for all teachers. Ask yoursfelf: 
Do I want to innovate? 
•' Can I handle the unstructured set^'i^ng?' 

Oo I have a business background? Have I worked in an office? 

Can I abandon the rotation-type system of teaching office practice? 

Can I tolerate being pulled in all directions^ by students needing my . 
attention? 

Can I give up group demonstrations wherein I am the center of the gr6up? 
Am I willing to allow students a certain degree of. freedom of action? 



Am'l willing tb allow students to assume resppnsibi 1-Hy for their own 
actions? 

' An- I now satisfied with the results of a traditional office practice 
class in tems of personal development and human relations? 

If your answer to this last question is "yes," sto|3 right now and 
close this book. REIMER. SIMULATION IS ' ONLY ONE METHOD OF TEACHING OFFiqE 
PRACTICE. ' , ' - 

M t 
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RATIONALE FOR SIMULATION 

A rationale for establishing a simulation in an (J?ficQ. Practice Class: 

t 

* It provides a realistic setting for meaningful learning,. \ 
It acquaints students with an offi ce .system through the creation and 
processing of documents. ^1 

ft provides a setti^ wherein students work closely with others to 

^ ) ^ 

devel6p in the area^of human relations. 

n 

It establishes in the students' minds the fact that each task is a^ 
' part of the large picture of operati ng a. busi ness . 

It offers students an opportunity tc^ learn in some detail facts about 
■( \ business with which they were preViplisly unfamiliar. 
\ It encourages s^efrts to thirilc crit>^cally and to nfake judgements. 

It ties together previously acquired student skills and knowledge so 
that students may begin t^use them effectively. 

•It' provides a setting wheirein students begin to discover the rela- 
tioAifc)ips that exist between busines-s apd the customers of business ^ 
^ It establishes vi the minds i/F the students how their errors affect 



V others. 



It" provides an activity in which students assume responsibility for their 

own actions. . ^ ^ 

It establishes a situation in which students see an entire cycle 

through which a product or service travels fr^i beginning to_ end. 

It gives students their first wJjrk 'experience under the clt)se super- 

vision of a teacher. * 

\ 

It educates the consumer not only the students in the class. 

' • f ^ 

but also those student customers who participate. 

» 



SIMULATION DESIGN 



Prerequisites 



There are two basic prerequisites, for simulatiol^ Al 1 students who 
enter the pcogram must have had sdne formal typewriting instruction. It is 
possible that a^student could succeed in the program with only one semester 
of typewriting, but at least one year is preferred. The second prerequisite 
is that the curriculum must probide' at least a two-period block of time back 
to back. V 

Some instruction in shorthand would also be desirable. If the studer^ 
has not had shorth'and, it is possible for him to complete all positions in 
the off ice 'by using dictating equipment. However, shorthand would make the 
student more. valuable to theVorld'of work and should^ be encouraged. 



' Learning Units of Stiidy 



The following 
Cover' in connection 



are units of study which 
with the stimulation. 



the teacher may find helpful to _ 



1. Banking * 1 

2. ' Business! Machines - ^ ' 

3. ' Correspondence (mai lability, styles procedures ,^ dictation^, 

letter writing) 

4. Dictation- and Transcription - 

5. Duplicating 

6. Personnel Evaluatiion 
^ 7v Executive Typewriter 

8. Filing * ' • 

9. Insurance 

10. Job Interviewing . 

IT. Interest and Interest Computation ^ ^ 

. 12- Mail ' 

13. Office Etiquette 

14. Payroll ) ' 
' 15. Pfetty Cash 

16. Puulic Re^fitions 

17. Supefv.ision 
, 18. Telephone 

I9. Travel Planning , 

The above learning units, which are normally a part of a regular 
office practice class, are also very valuable in the preparation of student 
fcJr th^ simulation experience. It may be advisable for the teacher to * 
^design these units to more closely meet the needs of the students. 

There are many ways to design learning units. One of the most 
effective for many teachers is the use of criterion based on learning 
nxjdules. 
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^roup Discussion 

Discuss your views on coat and book scgrage. Do not allow coats and 
books to be kept at the student desks. Provide purse hooks on L-shaped 
trainers or assign purse storage to desk drawers. 

4ain/go over your attendance policy. Ask students to call in when 
thpy wiiL jL absent, just as they will be expected to do on trie job. 

Discuss clothing standarUs according to your own school policy and 
jour own philosophy. (Caution: Don't climb out on a limb that youn students 
m^y chop off.) • t ^ 

. Discuss what is allowed and disallowed regarding the u$e and abuse of 
telephones, conversing, and migi^'ing around. Liken it to a real office. 

Stude'nt prerequisites 

If office occupations is offered in1:he twelfth-grade level, and you are 
going to offer a simulation of some type, you would expect to enroll 
students, who' have had at least one year of typewriting and who .indicate to 
yo'u a determination to gain in clerical proficiency. Students who have 
already had classes in bookkeeping, business English, business correspon- 
deacfe, machine transcription, business machines, etc., have already indicated 
a, genuine interest in clerical proficiency. Needless to'say, students 
with the more comprehensive business background will require less 
oriental^ion. , ^ 

Kf ^4^ou expect to offer short|iand development, office style not speed , 
in your simulation, students should have had one year of shorthand. 
(Obviously, exceptions will occur depending upon ability and proficiency 
of the particular student.) If you look toward simulation as a means to 
develop shorthand speed, you will be disappointed unless you set aside ' 
sufficient time daily for speeJ building. Simulation is not designed to> 
build skill per se. Ra '^^r, it is designed to "Put it all together^" Sim- 
ulation i;i office practice is just that -- practicing to work in an office. 
We al-1 know that er.ployees do not learn typewriting and shorthand skills on 
•the job. Rather they use the skills they already possess to perform ^job 
for ^n employer. ^ ' 

Boys and young men should be encouraged to enroll in the class. 

Some teachers in snail districts open their simulation to both clerical and 
stenographic students. "Other steachers in small districts have chosen to 
use one of their other clashes as^ the "outside world." 

■ 
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PHASE I [I Simulation Warnup 



This phase is a more intensive treatment of each position and involves 
a rotation of two days at each position. Additional work is added to that 
given in Phase II and standards are progressively raised as the students 
begin to understand the concepts and procedures. Group debriefings become 
common ^« problems are identified. Student problems and weaknesses are 
again identified so that supporting classwork can correct them. 

fallowing the Phase II materials are detailed positional instructions 
for Phase III. Each page lists the position, the task sheet, materials 
needfed that position, materials given to students by the instructor, 
and some general instructions as to how the tasks are carried out for that 
particular task sheet. " * ^ 

\ 

PHASE II y 

/' 

' MATERIALS NEEDED 'FOR STUDENT *S FOLDERS AT EACH POSITION 



Vlce> President 
1. Task Sheet 

1, 2 Payroll and Salary RegisteVs 
3* Monthly Payroll Table 
4, 5 Appraisal Forms 

Executive Secretary 

1. Task Sheet 

2. - Prerecorded Transcription^ Belt 

(See Key), 

3. 2 Interoff-^ce Memorandum Forms 
'4.. 1 ^Letterhead * 

Receptionist - 

1 . Task Sheet 

2. 1 Spirit Master ^ 

3. 1 Interoffice Mer.orandum Form. 

4. 1 Check 

Administrative Asi^istant 
* 1. Task Sheet 



Posting and Tax Clerk 

1 . Task Sheet 

2. 4 Coupons (Same as Cashiers) 
3r 4 Borrower's Ledgers 

\k Amortization Schedules nos. 1,2,3 

5. Tax Notice Letter 

6. List of County Assessors ^ 

7. 1 Letterhead . \^ 

8. Master Customer List ^ 

Insurance Clerk . < ^ 4 

1. Task Sheet ^ 

2. 3 Fire & Hazard Insurance 
Policies (See Key) 

2 correct 
1 lixorrect 

3. Policy Correction Form 

4. Policy Letter (Premium Letter 

5. 2 Blank Tickler Cards 

6. Completed Policy Cancellation 
f jot ice 

7. "^olicy Cancellation Letter 

8. 3 LetteVhead 

9. Master Customer List 
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Cashier 



n. T^sk Sheet 

r2. 4 Comp^leted Coupons (See Key) 

3. Depos![t Sl ip r , . ' . 

4. 2 'Investor's Ledgers 

5- Ar:or,tizQtion Sthedtiles - Nos. 1, 2, 3 

6. Daily Summary and Recap j 

?• Receipt Baok , ' 1 

8. Money ($4Cb) ^' ^ . ^ , ' ^ 

9. Petty 6ash Reconci^liation 

10. Petty Cash Book , • 

11 . Bad Check (See Key) ^ ^ 

12. Bad Check Letter • - M , 
13*1 'Memorandum d>j:[ ^ " 

14. Welcome Letter J? "-^' 

15. fPaymenit J^acts S'hee't^" ' ^ 

16. 2 Letterheads / 

17. Master Customer List 



PHASE II 



LISTED BELOW ARE THE MATERIALS NEEDED AT EACH POSITION 



Vice President 

*, 

Task Sheet 
Procedures Manual** 
2 Payroll and Salary Registers 
Blank Dictation Belts** 
, Dictation Situations* 

Executive Secretary / 

Task Sheet 
Procedures Manual** 
Prerecorded Transcription Belt* 
2 Interoffice Memorandum Forms 
Letterhead Sheets 



Administrative Assistant 

Task Sheet 
Money 

Cashier 

Task Sheet ' 
Procedures Manual**^^Os 
4 Completed Couporfs 
Deposit Slip 
2 Investor *s Ledgers ' 
Amortization Schedules - Nos. 1, 2, 3 
Daily Summary and Recap Form 
Petty Cash Book 
Bad Check (See Key) 
Paympnt Facts Sfjggt 
Welcome Letter 
Letterhead Sheets 
Master-;Cu|tpmer List 
Rec^fj^t Bfibk** 
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Receptionist 

Task Sheet ' - 
Proeceudres Ilanual** 
1 Spirit tiaster 
1 .Interoffice ftomorandum Form 
'Blank OOP, Checks (beginnings 
balance filled in)*"^ 

Postinti and Tax Clerk 

Task Sheet 

Procedures Manual;** * ^ 

4 Completed .Coupons 

4 Borrower'' s Ledgers 

Amortization Schedules - No. 1, 2, 3 

Master Customer List 

List of County Assessors 



Insurance Clerk ^ 

Task Sheet 

Procedures Manual*** 

3 Fire Insurance Policies 

2 Correct 

1 Incorrect 
Blank Tickler Card 
Completed Policy Cancellation Notice 
Letterhead Sheets 
Master Customer List 
Policy Letter (Premium Letter) 
Policy Cancellation Letter 



■"* Materials jgiven to students by the instructor other than folder contents, 
** Materials located in the student^s desk drawer. 



PHASE III 
VICE PRESIDENT 



TASK SHEh fto. <V 
Ma te r ials Needed: 



Scratch Paper ■ ' ^ ' ^ ^ 

Dictation Belts. \^ - 

Payroll Sheets .^-.^ 
BOP Appraisal Form'l (one per student on team) '.^ 
Insurance Policy ^piration List from the. Insurance Clerk 

« Materials Needed From the Instructor:. 

Task Sheet 
' Dictation Assignment Sheets 
Salary Scales (one is attached to task sheet) , ^ 
Bonuses 

Monthly. Payroll Tax Schedule (attached to task sheet)^ 
Gener al Instructions '. 

T ;^ 

The first thing the instructor will give the Vice President is task 
sheet no. 1. instructor will periodically place some dictation 
assignment sheets in th^ Vice President's "in" tray. . • 
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The instructor has different salary scales and bonuses, for figuring 
the payroll. Another salary, scale or bonus sheet should be given to 
the Vice President wh^n he completes the one on the task sheet. 

The instructor can hand outg^miire dictation assignment sheets, salary 
scales, and bonuses v/heri'he seps that) the Vice President is nearly 
caught up. When the Vice P'res^n dent deceives a bonus sheet, he should, ^ 
figure the bonuses in with t^ employees' regular salary according to ^ . 
the salary scale on which they are working and not separate!/: 

The VtW President must keep the Executive Secretary busy; therefore, 
iV the Executive Secretary ts nearly out of work, the instructor should 
vlear^ towards qiving^the' Vice President more dictation assignment sheets 
rather than salary -scales and bonuses Becattee he can complete them 
faster. Should the Executive Secretary- catch up on her work, the, Vice 
President would have her help a member of his team. 

The insurance policy expiration .list typed-by the^ Insurance Clerk 
should be kept by the Vice President for the duratign^at that position. 
When a customer renews his insurance, the Vice fres-ident should cross 
his name off the list. The Vice President will know when the insurance 
is renewed because he must sign a letter and a check.' 



PHASE III- 
EXECUTIVE SECRETARY 



TASK SHEET No. 1 

Materials Needed 

Letterhead Sheets 
Onion. Skin Paper 
Carbon^ Paper 
Dictionary^ 

Materials Needed from Instructar 
Task Sheet 

Prerecorded Dictation Belt 




General Instructions 

There i? only one task sheet for^ the 'Executive Secretary. ^ 

It is the. Vice President's job to keep the Executive Secretary busy; 
however, while the Vice President is prepar tog -something for the 
Secretary, the instructor 'must give her a prerecorded dictation belt to 
get her started. . . ^ 



Th^ ExG^cutive Secretary works directly with the Vice Presidefit and 
does his typing for him. If tfie secretary can take shorthand, she should 
take half of the Vico President's dictation in shorthand. 

Whenever the secretary runs out of work, she should call the Vice 
Presiderit and ask if he has more workjfor her. 

h 
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PHASE • 
^DMINISTR.'MiyE ASSISTANT ^ ^ 

t)\SK sheet No. 1 
Materia ls Needed: 

^ < ^ 

^Activity Log Sheets 
Tape Recorder with telephone hook-up 
Telephone Call Sheets 

Cash for the Cashiers . 1 ' \ 

Checks from Customers to Facil itate .No. 7 on Task Sheet 

•Position V/ork Sheet , ^ { 

General Instructions 



' There is only one task sheet for Phase III. 

The Activity Log. Sheets should be in the Administrative Assistant's 
file. All telephone calls have been made up in advance. 

If the instructor desires, he can instruct the Administrative 
As.sistant to refill the telephone call sheets instead of having them 
placed in the "out" tray. It is a good idea to always, take the 
telephone call sheets from the front of the file ^nd refil^o the 
back so that all of them will be used. 

. Thrtf Administrative Assistant represents the "outside" world," 
therefore, she is a tel|phoning customer, a visiting customer, -or the 
batik when needs be. 

Periodically she should take' a check from heiTclesk drawer and make 
a payment to a Cashier. The checks are made out for more than the actual 
payment so she must wait for her change. Once she gets her change, she 
returns to her work station, puts the money in the cash register, arid 
goes back to doing another task. 



Once or twice a day, she will ask each Cashier for some money for 
office needs such as stajnps, paper, pencils, etc. 

r 

The Administrative Assistant should try to make two or three 
appointments with the Vice President each day and then keep all 



appotntments she makeSr She may call the Receptionist af the beginni 
of each day to be reminded of any appointments and the purpose for the 
appointments. She should always go through the Receptionist when 
•Iceeping JMvappointment or making a- payment." 



' RH'ASE III 
I^ECEPTIONIST 



i 



TASK SHEET No. 1 
Materials Needed: 



Appointment Books--one ^^or* each team 
BOP Chocks 

Scissors^ ' i 

Materials Needed from Instructor : 
Task Sheet 

General Instructions: 



leceptionist has the customer file located at her desk. The 
• names in her file will either begin with an "A" or a "B". 



The Re( 
customers ' 

Task Sheet No. 1 is to change that file from the alphabetic system to 
a numeric system. 



The Receptionist files all correbpondence in the customers' file 
and student file. The original copy goes to the customers* file and 
the carbon copy to the students' file. . 



\ 

ose 



Should a letter come to the .Receptionist whose Y.gime does not start 
with' an "A" or a "B", it could go to the county assessor fHe or^to 
the investor file. If there is not a folder in one of tba three above 
mentioned files for a letter, the Receptionist-should fi^e it In the 
miscel lar.30us file folder. ^ 




The Receptionist should make all the appointments fo 
She has an appoinjt^ent book for each team and should sha 
ments half and half with the Vice Presidents. ^ 

She should call the Administrative Assistant-a few minutes before 
each appointment so that he my get ^ready to keep the appointment. 

When -the Receptionist makes appointments, she should make them for 
a regular office day such as from 8 a.m. to'5 p.m. Then by following 
*a s^c'^^r;lule similar to the one on the next page, the students will know 
what time during the Class period to keep the appointment^ 

7 ■ 



PHASE III 
RECEPTIONIST 

TASK SHEET No. 2 
Materials Needed : 

.rAppointment 'Books— one for each team 
BOP Checks ■, ' 

Scissors 

\ • , • 

Matprials Needed fi^om Instructor: ' 



Gener al Instructions : ' . . 

I 

After the student completes tas.k sheet No. 1, the instructor' should 
collect ,it,and give the student task sheet rib. 2. The only item that is 
different on task sheet No. 2 is^ task No. 1. This time the student will 
change the files from the numeric system to a .geographic system. 

I 

' ^ If' a student finishes task sheet No. 1 and task sheet No. 2 during her 
stay at a rotation, then the next student that becomes the Receptionist 
shouTd receive task sheet No. 3. These three task sheets must rotate. 
A system to follow is to have the three task sheets in one file folder 
and always take the one in front and file them to the back upon 
completion. ' ^ 

Below is a suggested BOP, INC. office hour conversion table. Of 
course, the conversion table will vary according to class periods. 
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OFFICE HOURS 


8:00 = 


k: 


45 


8:30 /= 


12: 


52 


9:0y = 


12 


58 


9:3(5 = 


1 


04 


10:00 = 


1 


10 


10:30 = 


1 


:T5 


.11:00 = 


1 


:22 


11:30 = 


1 


:28 


12:00 = 


1 


:35 


LUNCH 






1:00 = 


1 


:40 


l:30x = 


1 


:46 


2:00 = 


1 


:52 


2:30i = 
3:00^ 


1 
2 


:58 
:04 


3:30 = 


.2 


:10 


4:00 = 


2:16 


4:30 = 


2 


:22 


^5:00 = 


2 


:25 
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PHASE III 
RECEPTIONIST 



TASK SHEET No. 3 
Materials Needed: 



Appointment Books— one for'^ach team 
BOP Checks 

Scissors ' N 

Materials Needed from Instructor : ' ^ 

Task Sheet Mo. 3 

Geoet^al Instructions ': ^ 

If a student finishes task sheets ^Nos. 1 and 2, ,6r if the last student 
' finished task sheet No. 2, then the instructor should han d out_ ta^k sheet 

Oa task sheet No. 3, the student wi 1 1 ' cf\^inge the files, from the 
geographic system to an alphabetic system, x^;. " ^ 



PHASE III 
CASHIER 



N V 



TASK SHEET No. 1 
i Materials Needed : 



^ Pftty Cash {$400} - 
^'^ctty Cash Book . 

Re'ceii^t'Book ' " 

Petty Cash Reconciliation - ^ \. 

Deposit Slip ^ ^ > 

Investor's Ledgers ^^ 
Posting Machine or Typewriter ^ , * ^ v \ 

Daily Suirtnary and 'Flecap / ^ 

Payment Facts Sheet 
Letterhead 

Carbon Paper . \ . 

Onion Sk/n Paper ^ 



Materials' Needed from Instructor : 

^^sk Sheet No. 1 
-.1. Petty Cash Procedures 
. 2. Sample Ijtelcome Letter 
Coupons with Checks Attached 
Three or Four Coupons of Payfrient No. 1 



General Instructions : 

The instructor should give each Cashier ten. to f i f teen coupons 
with checks attached. It is important that the instructor give the 
Cashiers some coupons with payment number one on them to initiate the ^ 
welcome letters and payment facts sheet. The payment facts sheet is 
page two of the welcome retter. t 

There are several coupons prepared with payment nianber one on 
them. These coupons are kept separate from the other coupons and 
then a few are mixed in with the regular coupons before being handed- 
tote Cashier. I'lhen the Cashier has finished, the instr^to»rGaiL/ 
take .out the payment number one coupons before they go to tne Posting 
and Tax- Clerk. < 

The Cashier should write a memorandum to the Receptionist requesting 
a check for $400 made out to Petty Cash. When she receives the c{)eck, 
she should have it cashed at the bank (Administrative Assistant). 

The Cashier should check to make certain the amount of each check 
received agrees with the amount on the attached payment coupon. A 
deposit slip listing all the checks should be made out. The deposit 
s.lip must go to the Receptionist for recording of the deposit in the 
BOP checkbook. 

Each coupon must be posted to the Investor's Ledgers to give each 
individual investor credit for the money that has been received for 
him. The amswnt posted to the Investor's Ledger is the amount shown 
on the amortization schedule, not the amount of the check. 

A daily sunmary and recap is made out by the Cashier from each 
team; or they could be made out separately if preferred. It \% done 
by totaling the postings on each individual investor's ledger and 
entering this total on the daily summary and recap. 

Each coupon received which indicates that it is payment number 
one for a particular customeV must be noted by the studfents so a 
welcome letter can be sent to that customer. A payment facts sheet 
must be enclosed with the welcome letter. 

When the Ca/shier receives a payment from a customer (other, than 
the original coupons given to the student 'by the instructor), he is 
to make an entry in the Petty Cash Book for the amount received. If 



the customer pays an amount greater^than his payment, the Cashier 
should give him his change, make our a receipt, fill out a coupon so 
the investor will get credit, and make another entry in the Petty 
Cash Book in the Paid column. The customer is usually the Adminis- 
trative Assistant; however, the instructor may wish to be a customer 
on occasion. 

Any payment made out of the petty cash of $50 or more should be 
made by check. When the petty cash gets down to S200, it should be 
replenished to bring it back up to $400, The Cashier should return * 
the money he has left in his petty cash to the bank at the end of 
the rotation. ^ 

Checks received without coupons attached should^be returned to 
the Administrative Assistant. 



PHASE III 
: . CASHIER 

TASK SHEET No. 2 

Materials Needed : 

Memorandum 
Letterhead ^ 
Carbon l^per 
Onion Skin Paper 

Materials Needed from Instructor : 

' ** 

Task Sheet No. 2 

Sample Bad Check Letter— attached to task sheet 
Two or Three Checks Marked "Insufficient funds" 
Some Regular Ch;6cks wVth Coupons 
Two or Three Checks with Payment Number One Coupons 



General Instructions : ^ 

When BQPy INC. makes a bank deposit, a portion of the deposit 
goes to each investor's account. How much each investor receives is 
determined by the daily summary and recap amounts. Because the tracing 
of an individual check to a particular investor's accfOtwi^ould be 
very difficult, BOP, INC. upon receipt of* a bad check imnediately 
makes out a pheck to the First Sincerity Bank of Idaho (this is where 
BOP, INC. maintains its account) to cover the bad check. This keeps 
individual investor accounts from* being affected by a bad check. 



The Cashier should have the Receptionist make out a check to the 
First Sincerity Bank of Idaho for the total of the checks marked 
"Insufficient funds." Then the Cashier must write a letter to each 
customer who is responsible for a bad check telling him he must make 
the check good within a few days. 

The check written by the Receptionist to cover the bad check 
should be attached ,jto the bad check letter letters so the Vice 
President. can sign both at the same time. 

> \ 

& PHASE III 

POSTING AND TAX CLERK 

1 

TASK SHEET Mo. 1 , 
Materials Needed : 

Loan Card File ^ ' ' 

Letterhead 
Carbon Paper 
Onion Skin Paper 
t 

Materials Needed from Instructor: 



Task Sheet i • 90 

1. A List of Addresses of the County- Assessors' 

2. Sample Request for Tax Notice Letter 
• Tax Notice Requests 

\ 

General Instructions : 

The tax notice requests sheet must be given to the students with^ 
task sheet No. 1. The sheets are in file , cabinet No. 1, drawer No. 3, 
filed undir Tax Notice Requests. An oxample is shovm below. 

POSTING AND TAX CLERK 



Tax Notices Due County l-oa" No. 

William G. Abney Ada 02-235 

Eugene H. Blake Bingham 12-058 

Harvey M. Ahlstrom '^aiaine 09-095 

Will iam P. Bailey Bannock 05-054 

Mark E. Bel nap -: Shoshono . 12-076^ 



The student will find on the Tax Notice Request a list of customers 
with taxes due. The customers' original loan cards should be pulled 
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from the loan card file. Upon finding the county the customer lives in, 
the student will find the county assessor for that county from the 
list attached to the task sheet. These loan cards are enclosed with^ 
the signed leiter to the appropriate county assessor. The instructor 
then puts the loan cards with task sheet No. 2. 



ERLC 



PHASE III 
POSTIflG AND TA^ CLERK 

TASK SHEET No. 2 

Materials Needed : • 

Letterhead 
Carbon Paper 
Onion Skin Paper 
Master Customer List 

Materials Needed from Instructor : 

Task Sheet Mo. 2 

1. Sample Letter of Transitffittal 

2. Sample Request for Addttionjl Tax Reserve Funds Letter 

3. Names and Addresses of the 
Loan Cards 



County Tax Assessors 



General Instructions : 

The student should have the 
loan card file when completing ta 



same loan cards they took from the 
^k sheet No. 1 



The amount of taxes due is 
If the customer's tax reserve is 
thl2 loart card is made put by' the 
for that county in which the cus 
>eturned to the Posting and Tax 
letter. 



\fritten on the back of the loan card, 
ufficient, a check for the amount on 
Receptionist to the county assessor 
tDmer lives. The check is to be 
erk so that he ma> attach it to his 



Only one, check needs to be 
though you may be paying taxes 
county. 



written to each .county assessor even 
f(r more than one customer in that 



Because the tax amount is 
tax reserve is often insufficien 
is short in his tax reserve, thefi 
reserve funds is sent to the cus. 
request for additional tax reserl/ 



ly estimated each year, a borrower's 
to pay his taxes. ^If the customer 
a letter requesting additional tax 
omer. In order to comp^lete the 
e funds letter, the student must 



6- 



figure the shortage amount and figure how much the borrower should 
increase his monthly payments in order to avoid > shortage the next 
year. 



You can tell whether or not the student is typing the right 
letter to the right person by looking at the policy numb3r. All 
policies beginning with numbers 01 to 06 have insufficient tax reserves 
therefore, the student should type a request for additional tax 
reserve funds letter. All policies beginning with 07 to 12 haVe 
sufficient tax reserves-, therefore, the student should type a letter 
-of transmittal to the appropriate county assessor. 



'PHASE III-' 
POSTING AND TAX CLERK 



TASK SHEET No. 3 

Materials Needed : ^ , ^ 

Borrowers* Ledgers 
Amortization Schedules 

Materials Needed from Instructor : 

Checks with Attached Coupons , * 

General Instructions : 

The coupons are to be posted to the borrowers' ledgers after 
the Cashier has posted them to the investors' ledgers. 

Should it become necessary to fill out a new ledger sheet, yoi^ 
I follow these steps: > ' 



should fo 



Fill in, the complete name. 

r ^ 

Fill in the address from the master customer list. 

Fill in the investor code. The first two digits of the loan 
number are the numbers of the investor code. For example, 
Lester G. Aaron's loan number is 09-040 so the investor code 
is 09. 

Fill in the amortization schedule number. This number is 
obtained from the coupon -under "Posting Codes." The amor- 
tization schedule for tester G. Aaron is 6, therefore, his 
posting code is 09-6. Mr. Aaron's loan amount is $18,000 
and amortization sphedule 6 is the only schedule for that 
loan amount. ■ 



5. The investor corresponds with the first two digits of the 
loan number and posting codes on the coupons and the daily 
summary and recap sheet.- For example, the first two digits 
of Lester G. Aaron's laan number and posting code Is 09. 
Count down nine lines an the daily summary and recap and 
his investor i.s California Western Life Insurance. 



6. The total monthly .payment amount is obtained from the master 
xustomor list, also the principal and interest, insurance, 
taxes, '.and the original .loan amount. 

7. If tbe coupon 'is the first payment, ind\c-^j;G on the ledger 
the first payment date and project ahead to determine the 
maturity date. If the coupon is not the first, leave these 

• items blank.,- ' 



^ • PHASE III 
( * • ; INSURANCE CLERK 



TASK SHEET Mo.,1 
Materials Needed: 



Memorandums 

Tickler Card Fi.le ' 

Master Customer List ^ ^ 

Insurance Correction/f^rms 

Tickler Cards' ' . 

BOP Letter head 

Onion Skin Paper 

Carbon Paper 

Materials Needed from Instructor : 
Task Sheet No. 1 ;;" 

Five or Six Correct Insurance Policies 
Two or Three Incorrect Insurance Policies 



General Instructi ops : * ' 

'The instr^tbr must take ffbm his file some correct and some 
incorrect insurance policies to give to the student with task sheet No. 1 

The correct' insurance policies should be in folder labeled 
"Correct Insurance Policies,'' and the incorrect insurance policies 
should be in another folder labeled "Incorrect Insurance Policies." 

So that all of the policies will be used, a%ays take the policies 
from the fronf of the folder and refile to .the back. The policies can 
^ieasily be odentifi^ by the code (01-06 incorrect and 07-12 correct,) 



More*correct insurance policies should be given to the student 
than incorreci? insurance policies so that the student will be typing 
more letters. 

If orte student is faster than the other, the instructor can 
regulate the*work by giving more or fewer insurance policies to the 
students. Fqr example, if the rotation^is for four days and a student 
completes task sheets U 2 and 3 by the end of the second day, then 
to' keep this student busy for the rest of the rotation, several addi- 
tional insurance policies should be given to that particular student. 

PHASE III 
INSURANCE CLERK 

TASK SHEET Mo: 2 

f4aterials Needed : 

BOP Letter head 
Carbon Paper 
Onion Skin Paper 

Tickler Cards ^ - T 

Materials Needed from Instructor: 



Task Sheet No; 2 

1, Insurance Letter of Transmittal 

2, List of Investors 

3, Letter Request for Additional Insurance Reserve Funds 
Insurance Policy Renewal Sheets 

General Instructions : 

The insurance policy renewal sheets should be in the instructor's 
file under "Insurance Policy Renewal Sheets." A sample sheet is 
shown below. 

INSURANCE CLERK 

Insurance Policy Renewals 

Peter J3. Ackley 
Howard F. Aland 
Charles W. Atwood 
Douglas 6. Bishop 

The instructor can readily see whether or not the student is 
typing' the right letters to the right customers by ehecking the })6Htty 
number. All policies starting with numbers 01 to 06 have insufficient 



Cost of Renewal 

$134.04 
117.96 
146.64 
31.56 



Pol icy \No. 



11-036 
02-033 
05-031 
01-025 



V 



insurance reserves. All policies beginning v/ith 07 to 12 have suffi- 
cient reserves to pay their insurance when it is due. 

From , the renewal sheet on the preceding page the insurance company 
of Peter G. Ackley should receive a letter of transmittal and a check 
for the amount indicated aboye. Howard F. Aland, CItarles W.-^wood, 
.and Oouglag^G. Bishop each should receive a letter requesting 
additional funds to pay their insurance premium. 



PHASE III ^ 

0 

INSURANCE ' CLERK 

TASK SHE|T No. 3 
Material's Needed: 

' " ■ * 

BOP Letterhead 
Carbon Paper 
Onion Skin Paper 

Materials Needed froiii Instructor : 
Task Sheet No. 3 

Policy Cancellation Letter (attached to task sheet) ^ 
Policy Cancellation Notices 



General Instructions : - 

' * / :^ 

Each student should receive several policy canfc'ellation notices 
depending on her speed and ability. The insurance policy cancellation 
notices should coordinate with the policy expiration list that wa's 
typed by the Insur.ance Clerk for the Vice Presic|pnt from the ^'nstruc- 
tions on task shee^ No. 1. ^ * ' ^ 
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PHASE a IX 
INSURANCE CLERK 
TASK SHEET No. 4 
^iate rials Needed: 



Tickler Card File 
Master Customer List 
Insurance Correction Forms 
Tickler Cards 
BOP Letterhead . 
Carbon Paper 
Onion Skin 



Materials Needed from Instructor : 
Task Sheet Mo. 4 i 

Sample Premium Letterhead (attached to task sheet) 

Four or Five -Correct Insurance Policies . 

Two or Three Itjcoorect Insurance Policies 

I. 

General Inj^ructions : s 

The instructor must take from fiis file some correct and some 
incorrect insurance policies to give to the student with task sheer- 
Mo; 4. 

So that all of the policies will be used, always take the policies 
from the front of the folder and refile. in t4ie back. More correct * 
insurance policies should be given to. the student than incorrect 
insurance policies so that most of the student's effor^will be 
toward typing letters. ^ * 

If one student is faster, the instructor can regulate the situa- 
tion by giving more or fewer insurance policies to 'individual students. 



PHASE IV .FullrScale Simulation 

Phase IV is a full-scale simulation. It is the same as Phase III^ 
except that the' iiistructor will give more work to the students with the 
task sheets. ~ ■ ' 

The Vice Presidents will! plan an itinerary and the Receptionist 
wil] address fi\/e envelopes in addition' to t^heir regular work. 

'The following is an idea as to how much work should be given to^ 
each student with their first task sheet: 

The Executive Secretary should get two pcerecorded dictation 
.belts-one with a two.-page letter and the other with three short letters. 
The Casliier should receive approximately 15 coupons attached to checks 
with three or four payment number ones mixed in^with the regular 
coupons. \Tho Posting and Tax qierk is to prepare and send tax notices 
to the county assessors. The Insurance Clerk is to receive several 
■ insurance policies— both correct and incorrect. The Receptionist and 
Administrative Assistan.t will be doing about the same as in Phase III, 
but with maximum efficiency. 

The teachor should not participate very much, but rather let each 
Vice President have as much control and authority as ^le can handle. 

Each student should be able' to handle all situations he is 
confronted with with little confusion and with grestt efficiency. 



FILES, MATERIALS, AND OTHER INFORMATION 
NEEDED FOR SETTING UP SIMULATION 



/ 



ALL-^DES GIVEN m THIS TEACHER'S MANUAl^ARE FOR TEACHER USE ONLY ANO 
IF DIVULGED TO STUDENTS WILL LIM.I^ THE EFFECTIVENESS OF THE SIMULATION. 



Codes are for use in Phase III and Phase IV only. Codes, will not-work 
with Phase II nor with the rush jobs. ^ 



1 



1 
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FILES AND MATERIALS NEEDED TO RUN SIMULATION x 



File Folders and Files 

* 

1 . Near Receptionisi: , 
a 



borrower fills (correspondence) 

(1) 100 folders 

(2) each folder labeled with the name, address, and loan 
number of a borrower 

(3) names can be found on master customer list in the 
Student's Manual 



b» student files 

(1) 1 folder for each student 

(2) each folder labeled with the name of a student 

c. investor files^ (correspondence) 

(1) 12 folders^ 

(2) ^ each folder labeled with the name of an investor 

(3) names can be found. in the Insurance ClerK section of 
the Student's Manual 

d. county assessor files tcorrespondence) 

(1) 05 folders 

(2) ' each bolder labeled with the name of an assessor 

(3) names can -be found in the Posting and Tax Clerk 
section of the Student's Manual 

e. miscellaneous folder (correspondence) 

Near Posting Machines and Cashier and Posting and Tax Clerk 

a. investor ledger file * 

. (1), 1 folder ' * . ^ - • . ' ^ 

(2) folder contains edge r for each investor filed in| 
numerical order 

b. borrower ledger files 

. (1) 12 folders * 

(2) ^ each folder labeled with an investor number ^ 

(3) ' folder contains all borrower ledgers associated with 

that investor--ledgers are filed first by investor . 
code and then alphabetically within each code, 

c* amortization schedules fila 

. (1) 7 fqlders ^ * 

(2) folders are labeled from one to seven . 

(3) No. 1 amortization schedule in No. 1 folder, etc. 
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Central Location 



a. forms file ' i 

(1) folder fer each form 

(2) central location ^in off ice 

b. positional file folder for each student (used during 
Phase III -and IV 

(1) 12 fol?iers 

(2) -^separate set in separate location for each class 

(3) used so student can keep work separated from other 
classes 

J . % 

Teacher File 

a. teacher task sheet files 
- (1) 12 folders for each class during Phase II labeled 
name of each position 

folder containing all forms and materials necessary 
to work a position is provided during Phase IT 
task sheets' for Phases II, III, and IV are provided 
in the Student's Manual 




acher working materials file (suggested input is 
Wided later in th"js »settion) 

(1) each telephone call and dictation^ situation should 
be on a separate sheet for greater flexibility 

(2) separate file for tax notices due- requests 
^(3) separate file for insurance policy renewal sheets 

(4) incorrect insurance policies file (investor numbers 
01-06) 

(5) correct insurance policies file (investor numbers 
07-12). 

(6) . Insurance policy cancellation notice (one is completed 

for each incorrect insurance policy (01-06). .these 
cancellation notices are used with task sheet 3 after 
task sheet 2 has been completed 

(7) several bad checks (to be used for input with Cashier 
bad check task sheet. Each check should be marked fn 
some manner \indicating that the check has been 
returned by the bank because, of insufficient funds.) 

(8) 100 coupons filled out (payment number and month of 
payment should be entered in light pencil). 

* Information found on Master Customer List 

(9) 20 coupons based on Auxiliary Master CustomeV List 
•^(found in Cashiers task Sheet Section of Manual). 

Payment No. 1 used to initiate completion of Welcome 
Letter and Payment Facts Sheet 'by Cashier 
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Positional Files Needed 

IX Insurance Clerk Tickler Files (2) 

a. 1 file for each Insurance Clerk * 

b. 100 cards in each file 

2\ Posting and Tax Clerk Loan Card File (1) 

V 

^ v.a, 1 file for both Posting and Tax Clepks to share 
Vb, . file should contain original and copy ^ 

c. front and back of loan card should be filled out (amounts 
. _ for back of loan card can be found later jn this section) 

d. '- 100 cards, 8 x 5 cards 

3. Rotary Files Central in off icec^-each rotary file should contain 

fi. a listing of customers in ^-Iphabetical- order 
b. a listing of customers- 'in numerical order by loan number 

'Travel Itiner-ary Referertce Book';'- '^. 



/ f *> 



.1 
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PAYMENT NUMBERS AND POSTING CODES FOR COUPONS 



The first number is the payment number which can be found oii the Amortization 
Schedule, and the second numbers are the numbers suggested for the posting 
code on the coupons. The first two digits of the posting code are the 
investor numbers and the last digit is the 'Amortization Schedule number used 
when posting that coupon. * 



NAME 


PAYMENT 
NO. 


POSTING 
CODE 


NAME' 


PAYMENT 
NO. 


POSTING 
CODE 


Aaron 


1 


09- 


■6 / • 


Akins 


221 


10- 


■3 . 


Abbott 


81 ■ 


03- 


■1 


Aland 


281 


02- 


K 


Abel 


191 


05- 




AT bee 


281 


07- 




Abernathy 


101 


01- 


-4 ^" ■ 


Albert'. ^ 


^1 


02- 


-1 . 


Abernethy . 


141 


03- 


-2 ' - 


Albertson 


231 


06- 


-5 


Able 


101 


n 


-2 


Alder 


181 


04- 


-3 


Abney 


121 • 


02- 


-6 


Allan 


121 


05'- 


-1 


Abraham 


161 • 


11 


-6 


Allen 


201 


08- 


-2 


Abrams 


181 


12 


-5 


Alley 


241 


02 


-5 


Ackerline 


201 


08-2, 


All red 


241 


08 


-3 


A ^ l> ^ w% lit M ,#4 

' ACKeriuno, 


91 9 


10 


-1 


All/. ^v>. 

Al ISOp 


0/1 T 


03 


-7 


Ackerson 


241 


07 


-4 


^Isop 


181 


10 


-2 


Ackley 


.260 


n 


-7 


Ames 


281 


' 07 


-1 


'^'•Ackman 


- 2,21 


02 


-2 


Andersen 


201 


01 


-4 


Adair 


* 

261 


09 


-1 


An derson 


•r 


06 


-7 














02 


-1 


Adams 


251 


11 


-/ 


Andro.'^son 


201 


Adams 


.31 


04 


-3 


» Andrew 


201" 


04 


-6 


Adamson 


61 


^ 01 


-1 


/"ndrev^'S 


181 


09 


-3 


Addams 


241 


■ 07 


-2 


Andrus 


6l' 


07 


-6 



> 



Addison 


201 


05-4 


Agnew 


246 


08-7 


r\i 1 1 a M uc 1 






Ahlstrom 


81 


09-5 


Arnold 


. 241 


02-6 


Arthur 


'•' 141 
• 143 

s • 


09-3 


Atwood 


05-7 


Avery * 


■; 1 143 


08-2 


Baak 


^ 221 


. 07-5 


Babcock 


201 


11-4 


Bailey 


201 , 


05-6 


Baird 


181 


06-3 


Baker 


201 


12-5 


Baldwin 


161 


10-2 


Ball 


31 


■ 08-7 


Ballard 


241 9 a 


^1-1 


Balls 


221 


05-2 


Barber 


121 


.08-4 


Barker^ 


201 


04-3 


Barlow 


201 


06-5 


Barnes 


- 81 


03-6 


Bamett 


83 




Barrett 


1 


12-7 


Barton 


21 


10-2 


Bateman 


8l" 


06-4 


Bates 


81 


09-5 



3 
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Angus 


21 


12-7 


Anthony 


191 ' 


06-4 


Armstrong 


81 


03-5 


Arnell 


101 


04-1 


Bennion 




08-4 


Benson 


22 


10-4 


Bentley 


101 


03-7 


Berg 


221 


09-5 


Bergeson 


201 


04-6 


Bigelow 


81 


01-2 


Bil lings 


1 


■ 06-4 


Bingham 


201 


03-7 


Bird 


101 


04-1 


Bishoff 


241 


^ 09-4 


Bishop 


121 


01-5 


Blake 


1 


12-1 


Bond 


71 


05-^ 


Booth 


31 


07-3 


Boul ton 


21 


10-7 


Bowan 


41 


' 07-2 


Bower 


221 


12-6 


Bowman 


181 


02-3 


Brady 


241- 


'04-3 


Briggs 


31 


' 03-7 


•Brown ' 


201 

• 


11-2 


Bryant 


^^101 


jl 01-4 
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Beck 

Beckstead 

Bell 

Belnap 

Bench 

Benrjett^ 



31 
161 
191 

61 
121 

31 



10-3 

01- 7 
lJ-7 
12-4 
08-7 

02- 6 



Burton 
Bush 
Butler 
Bywater 



101 
221- 
81 
1 



05- 3 

06- 6 
03-5 
12-4 



ERIC 



-38- 



4 



POSTING AND TAX CLERK 
TAX NOTICES DUE 



Each group of names separated by a double space should be typed on an 
individual sheet of paper. The amount of work for each student at the 
Posting and Tax Clerk position can be controlled in two ways: (1) A 
separate letter must be typed to each county listed, therefore the more 
counties on each sheet, the more letters necessary, (2) A check and 
short letter must be typed to each .county .for borrowers whose loan 
numbers begin 07-12. A longer letter and^ mathematical computations arc 
required for each borrower v/ith a loan number beginning OV-06, 

THESE CODES ARE FOR TEACHER USE ONLY 



Loan No. 


riame 


County 


08-t399 , 

07-005 

12-010 

02-100 

02-030 


Acker! ind, Curtis P. 
Baak. Charles B. 
Abrams, Thayne G. 
Albert, Rudolf D. 
Arnold, Roy 0, 


Bingham 
Bingham ^ 
Bingham 
Bear Lake . 
Cassia 

Bingham 
Ca^ssia * 
Bingham 
^ Bear Lake 
^ Butte 


, 09-040 
\ 11-066 
\ 05-094 
> 06-009 
,05-028 


Aaron , Lester G.| 
Abraham. F. Blaine 
' Balls , Jack T* 
Billings, Bruce L. 
Burton, Ronald W. 


13(9-080 

01- 001 
11\013 

02- 078 
10-05J 


Adair, Clifford 
Adams on, Robert E. 
Babcock, William E. 
Bennett, John J. 
Boulton , Jerry W. 


<^ ' 
Butte 
Caribou 
riinidoka 
Idaho 
Cassia 


03- 053\ 
08^051 \ 

04- 007 \ ■ 
12-022 \ 

05- 061 \ 


Barnes, Phillip pT 
Benr\ion,^ Robert A* 
Bird, William E.* 
. Bywater, J^ames J. 
Abel , Robert H. 


Bear Lake ' 
Bear Lake 
Butte 
> Bonneville 
Bannock 


03- 041 \ 

04- 064 \ 
08-019 • \ 
06-003 
11-073 


Abbott, CI if ton ^A. 
Arnel 1 , George E.- 
Bench , George Q. 

\ Bowen , Frank K. 

\ Able, Charles 


Bingham 
Bingham 
* Minidoka 
Bonneville^ 
Butte 


02-035 - 
12-058 * ' 
09-095 
05-054 
12-076 


Abney, William G. 
Blake, Eugene H. 
Ahlstrom, Harvey M. 
Bailey, William P. 
Belnap, Mark E. 


Ada 

Bingham 
Blaine 
Bannock 
Shoshone 



ERIC 
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POSTING AND TAX CLERK 


1 




TAX NOTICES DUE 
' - (continued) 


Loan No. 


Name 


" County 


» 

04- 055 
12-027 
03-069 

05- 038 
09-044 


Barker, Charles A. 
" Bov/er, Ernest C. 

Butler, Walter E. 
, Addison, Paul G. 

Arthur, Allen C. 


< 

Jefferson 
Ada 

Bear Lake 

Madison 

Minidoka 


02- 023 
01-021 

03- 060 
10-030 

04- 093 


Bowman , Max^ D. 
Bryant, Paul B. 
Abernethy, Henry L. 
Alsop, Daniel R. . 
Brady, El son R. ^ y 


Bannock 
Frempnt 

/ * If Bonneville 

1 . t Ad --. * 
Fremont 


08-045 

'.09-082 
05-032 
10-085 


Avery, Kenneth D. 
Berg, Gerald C. 
^ Allan, Delbert V. 
Baldwin, Boyd E. 


Minidoka 
Butte 
Blaine 
Fremont 


06- 016 
08-043 
10-014 

07- 083 
03-086 i 


Barlow, Norman 
Agnew, Wallace P. 
Benson , Joseph A, • , 
Booth , Brian A. 
Bentley, Haven F. 


Bannock 
Bannock 
Custer 
' Elmore ^ 
Bannock 


01-097 
07-098 
06-084 
12-091 
,09-071 


Andersen, Howard S. 
Ancif^us, LaVere F. 
Anderson, Howard C. 
Barrett, Arthur E. 
Bishoff, Norman E. 


Cassia 
Cassia 
Twin Falls 
Ada 

Ada . 


V 

04-052 ' 
10-096 

07- 046. 
04-090 

08- 081 


) 

Bergeson, W. Harold 
Akins, Martin T. 
Ames, Carl M. 
Andrew, William J. 
Ball , Duane-O. 


Madison 
Fremont 
Cassia 
Bear Lake 
Power 


07- 079 « 

08- 087 
06-029 

. 10-012 
04-037 ■ 


Albee', Gary R. 
Allen, Victor G. 
Anthony, James R. 
Beck, Ivan J. 
^ Adanjs, Melvin T. , 


Bannock 
.Custer 
Bingham 
Jefferson 
Ada 


11-011 . 

0^-015 

01-092 

03-065 
■ S f 


Barnett, Denny. D. 
Bateman, Rex W. , 
Bigelow, Clarence A. 
Arkprlund. . Charles C. 
All sop, Reese A. 

-.40- 


Bonneville 
Bonnevil le 
Bingham 
Fremont 
Ada 



POSTING AND TAX CLERK 




Loan No. 

06- 077 • 

01- 039 

07- 020 

08- 017 

03-Q26 
03-056 
07-062 

07- 088 

02 - 033 

If . 04-089 

08- 070 
06-068 

. 09-067 

11-036 

11- 063 
06-002 
02-050 
01-025 

09- 074- 

12- 008 
05-031 

10- 049 

01- 072 

12-018 

n-004 

02- 075 
02-048 



TAX NOTICES DUE 
(continued_ 

Name 

Bush, Silas R. 
Abernathy, Roy P- 
Ah lander, Perry 6, 
Barber, Robert D. 

Bingham, Keith-:!. 
Bri(ggs , John R. 
Ac'kerson, Charles D. 
Addams,"" Richard M. 
Aland, Howard F. 

Alder, Wendell R. 
All red, Walter H. 
Baird, Donald R. 
Bates , Robert J* 

Ackley, Peter 
Adams, Mark G. 
Albertson, Ted A. 
Andreason, Russell 
Bishop, Douglas G. 

^Andrews, Mil lard J. 
Angus, Porter F. 
Atv/ood, Charles W. 
Barton, Harry H. 
Beckstead^arl J. 

Backer, Bruce H. 
Bell , Harold F. 
Ackman, Paul A* 
Alley, WilliQm''C\ 



County 

Ada 

Ada\ 

Bannock 

Ada 

Bingham 
Bonnevtl le 
Bingham 
Bingham- 
Bannock 

Bear Lake 
Elmalre 
Bonneville 
Madisoa 

Bonnevil le 
Bingham 
Bonnevil le: 
Elniore 
Bannock 

Bear Lake 

Bannock 

Fremont 

Adams 

Ada 

'Jefferson ^ 
Shoshone 
Payette 
Adams 




RDSH JOB NAMES 



05-024 
03-006 
01-047 
11-059 



1 . Bond, Douglas. E. 

2. Armstrong, Phillip 
2. Ballard, Donald J. 
2. Brown, Alden M. 



Power 
Idaho 
ButtG 
Bingham 



] 
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TAX AND INSURANCE Af-IOUNTS FOR CODING 

The teacher must indiqate the amount of tax, assessment on the reverse 
side of each loa;i card. The following list shows the amount to be 
written on each'loan card.' The following list also contains the cost 
of coverage which should be included on the bottom line of the fire 
and hazard insurance policies. • ^ ' » ^ 

COST 

COVERAGE 
$108.00 
32.04 
134.40 
• 84.00 
127.20 - 
127.20 
108.00 
108.00 
21.60 

127.20 ^ , 
32.04 
84^0 
134.40 
127.20 
32.04 
134.40 
97.80 
// 32.04 
. ' 127.20 
84.00 
134.40 



NAME- 


TAXES 


Aaron 


$446.68 


Abbott 


164.64 


Abel 


572.16 


Abernathy 


360.24 


Aberriethy 
Able 


590.04 


530.03 


Abney 


' , 457v32 


Abraham 


' ^ ' 446.87 


' Abrams 


103.65 


Acker! ind 


' 530.04 


^J^^ckerlund 


128.64 


Ackerson 


348.70 


Ackley 


550.36 


Ackman ^ 


568.9? 

> 


Adair 


12-7.40 


Ad?ms 


552.21 


Adams 


. 407.28 


. Adamson 


152.28 


Ad dams 


530.03 


""IWklison 


290.60 


Agnew 


■ 525.64' 



'7 

A| AND INSURANCE AMOUNTS FOR CODING 



NAME 

Ahlander 

Ah 1 Strom 

Akins 

Aland 

Albee 

Albert ^ 

Albertson 

Alder 

Allan 

Allen 

Alley 

All red 

Allsop 

Alsop 

Ames 

Andersen 
Anderson 
And re as on 
And rev/ 
Andrev/s 
Andrus 
Angus 
Anthony " 
Armstrong 
Arnol 1 



(conti nued) 

TAXES 

$521.37 
>03.68 
296.59 
469.32 
530.01 
144.84 
123.48 
430.68 
160.80 
517.62 
159.36 
395.59 
655.56 
530.00 
127.31 
421.92 
586.32 
151.08 ■ 
■550.20 
393.25 
446.88 
525.52 
.60 
110.16 
133.20 
' -43- 
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COST OF 
COVERAGE 

$127.20 

' 21.60 

97.80 

108.00 

127.20 

-32.04 

21.60 

97.80 

32.04 

127.20 

21.60 

97.80 

134.40 • 

127.20 

32.04 • 

84.00 

134.40 

32.04 

108. -00 

97.80 

108.00 

1 34.40 

84.00 

2V.60 

32.04 



NAME 

Arnold 

Arthur*^ 

Atwood 

Avery 

Baak 

Babcock 

Bailey 

Baird 

Baker 

Baldwin 

Ball 

Ballard 

Ball's^ ^' 

Barber 

Barker 

r 

Barlow • 
Barnes 
Barnett 
. ^ Barrett 
Barton 
Bateman 
* Bates 
Bock 

Beckstead 
Bell 



TAX AND INSURANCE AflOUNTS FOR CODING , . 
, (continued) 

TAXES 



$490.02" 

390.69 

575.88 

503,40 

102.68 
I 

348.72 

469.32 

437.64 

102.22 

503.40 

550.42* 

151.08 

633.36 

342.87 

416.16 

135.84 

4j6d.68» 

^26.84 

525.54 



ERIC 



529.70 
359^40 • 
102.86 
396 In 
136.92 
547.60 
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COST OF 
COVERAGE , 

$108.00 

*97 l80 

134.40 . ; 

127.20 A 
21 .60 



84. OD 



108.00 
97.80 
21 .60 

127.20 

134.40 
32.04 

127.20 
84.00 
97.80 
. 21.60 

108.00 
32.04 

134.40 

127:20 
84.00 
21 .60 
97.80 
32.04 

134.40 



NAME 

Belnap 

Bench 

Bennett 

Bennion 

Benson 

Bentley 

Berg y 

Berges(^ 

Bigelow 

Billings 

Bingham 

Bird 

Bishoff 

Bishop 

Blake 

Bond 

Booth 

Boulton 

Bowen 

Bower 

Boxman 

Brady ^ 

Briggs 

Browp 

Bryant 



TAX AND INSURANCE AMOUNTS FOR CODING 
' (continued)! 



TAXES 



$328.87 
546.37 
463.08 
3^2.27 • 
337.92 
586.32 
101 .76 
"550.20 
633.48 
443.64 
664.32 
192.-36 
343,27 
129.24 
128.64 * 
484.56- 
396.59 
551.42 
642'. 48 
44?. 44 
■ 148.44 
•472.68 
664.80 
520.03 
364.92 

■ -45- 
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COST OF 
COVERAGE 

$ 84.00 

134.40 

108.00 

84.00 

84.00 

134.40 

21.60 

, 108.00 

127.20 

84.00 

134.40 

32.04 

• 84,00 

21.60 

32.04 

108.00 

97.80 

134.40 

127.20 

108.00 

32.04 

97.80 

134.40 

127.20 

84.00' 



TAX AND INSURANCE AI^UNTS FOR CODING 
(continued) 



NAME 

".Burton 
Bush 

Butler 
' Bywater 



^TAXES 

$509.16 ■ 
471.24 . 
126.60, 
342.27 I 



COST OF 

coVerase 

$ 97.80 
.108.-00 
51.60 
84.00 



•A 





ERIC 



-46- 



r 

I 



INSURANCE POLICIES 

♦ 

1. A policy should be filled out for each borrower. - v ' 

. ' \ 

2. All policies wi^ numbers beginning 01 to 06 are incorrect. vErrors 
on each policy can be in one or more of the following four areas: 

a. Name , 

.b. Aj^ress ' ^ , 

c. . Legal description 

d. Amount of- coverage ' ^ ^ 
Errors that you make on your policies are for you to detehnine. 

3. An [Policies witfi numbers beginning with 07 'to 12 are correct. 
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INSURANCE CLERK TICKLER C>RD LIST . 

This"lTst''§hows--p6:lic>Lexpiration dates /or each' borrower . Ose this list 
as a basis for completing tide^-€€H«€lsr 



January 

Lester G. Aaron, 09-040 \ 
Peter G. Ackley, 11-036 
Howard F. Aland, 02-033 
Howard S. Andersen, 01-097 
Charles W. Atwood, 05-031 
Charles A. Barker, 04-055 
George Q. Bench, 08-019 
Douglas G. Bishop, 01-036 
Ronalj^. Burton, 05-028^ 

February 

Clifton A. Abbott, 03-041 
Paul A. Ackman, 0'2-O75 
Gary R. Albee*, 07-07,9 
Howard C. Anderson, i06-084 
Kenneth D, Avery,. 08-045 
Norman Barlow, 06-016 
John' J. Bennett, 02-078 
Eugene H, Blake; 12-058 
Silas R. Bush, 06-077 

March 

Robert H. Abel, 05-061 
Clifford Adair, 09-080 
Rudolf D. '\lbert, 02-100 
U. Russell Andreason, 02-050 
Charles 8. Beak, "07-055 . 
Phillip P. Barnes, 03-053 
Robert A. Bennion, 08-051 
JDouglas E. Bond, 05-024 
Vlalter E. Butler, 03-069 

April 

Roy P. Abernathy, 01-039 
Mark G. Adams, 11-063 
Ted A. Albertsori, 06-002 
William J. Andrew, 04-090 
KilliaiH E. Babcock, 11-013 
Denny D. Barnett, 11-011 
Joseph A. Benson, 10-014 
Brian A. Booth, 07-083 
James J. Bywater, 12-022 




May . • 

Henry L. Abernathy, 03-060 
Melvin T. Adams, 04-037 
Wendell R. Alder,, 04-089 
Willard J.- Andrews, 09-074 
William P. Bailey, 05-054 
Arthur E. Barrett, 12-091 
Haven F. Bentley, 03-086, 
Jerry W. Boulton; 10-057 
June 

Charles Able, 11-073 
Robert E.. Adamson , 01-001 
DelbertV. Allan, 05-032 
LaVere F. Andrus, 07-098 
Donald R. Baird, 06-068 
Harry H. Barton, 10-049 
Gerald C. Berg, 09-082 
Frank K. ^owea, 06-003 

July 

William G. Abney, 02-035 
Richard M. Addams., 07-088 
Victor G. Allen, 08-087 
Porter F. Angus, 12-008 
Bruce H, Baker, 12-028 
Rex W. .Bateman , 06-015 
W. Harold Ber^eson, 04-052 
. Erne.st C. Sower, 12-027 



August ' / ^ 
F./eTTme Abiffahani, 11-066 
IJ&ul G, )|ddison,<'05.-038 
,t?iilliam t Alleyi"pgj-048 
James R. flnthanV^rwf0^9 
Boyd E. BaT^in, ')"q\CB5 
Robert J. Bates, 0^\J67-. 
Clarence A. B-fgelov^,\y3>0'92 
Max D. Bowman> /)2-02-^'^ 
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INSURANCE CLERK TICKLER ' CARD LIST 



September , 
. Thayne G. Abrams , 12-010 
Wallace P. Agnew, 08-043 
Walter H. All red, 08-070 " 
' Phillip W. Armstrong, 03-006 ' 
Duahe 0. Ball , 08-081 
Ivqn 0. Beck,^K)-012 
Bruce L. Billings, 06-009 
El?9r1 R. 'Brady, 04-0-93 

Ootober 

CUnti.s F. Ackerlind, 08-099' 
Pdi»ry G. A'hlander, 07-020 
. Reeie A. Allsop, 03-065 
: . Ge6r^e E. Arnell , 04-046 
V - ' Ddn^'lid J. Ballard, 01-047 
• 'C^rj.J. Beckstead, 01-072 
Keith M. Binghanrr03-056 
John R. Briggs, 03-056 

November 

Charles C. Ackerlund, 10-042 
Hdrvey M." Ahlstrom, 09-095 • 
Daniel R. Alsop, 10-034 
R(jy 0. Arnold, 02-030 
Jack T. Balls, 05-094 
Harold F. Bell, 11-004 
William E. Bird,' 03-007 
Alden 'I. Brown, 11-059 

December 

Charles D-. Ackerson, 07-062 
Martin T. Akins , l^)-096 
Carl M. Ames, 07-046 
Allen -C. Arthur, 09-044 
Robert D. Barber, 08-017 
flark E. Belnap, 12-076 
Norman E. Bishoff, 09-071 
Paul B. Bryant, 01-021. 



( 
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INSURANCE POLICY RENEWALS > 

« 

Each group of names separated by a double space should be typed on an 
individual sheet of 'apaper. The amount of work for each student at 
the Insurance Clerk position can be controlled by the number of policy 
rer>ewa1 sheets and the individual names on that sheet. 

A check ^nd a short letter must be typed to each insurance company for 
borrowers with loan numbers beginning 07-12. A longer letter and ^ 
mathematical computations are required for each bo-rcnver with a loan number 
of -06. 



FHESE ARE FOR THE TEACHER USE 0,'ILY. 



January C3st 

= 1 

Peter G. Ackley, n-:36 . $130.:^ 

Howard F. Aland, 02-033 ' 117.96 

Charles x'. Atwood, 05-oil 146.54 

Douolas G. BishoD, 01-0'^25 31.56 



=2 

Lester G. ^aron, 09-040 107.60 

Howard S. Andersen, 01-097 117.96 

Charles A. Barker, 04-055 105. S4 

George 0- 3?ncr, 08-019 129.40 

Ronald Burtcj^, 05-028 119.76 



February 
fl " 

Clifton A. Aboott, 03-041 45.44 

Gary R. Albee, C7-079 127.19 

Ho-war^T. -".ndercnn, 06 -084 1 38 . 96 

John J. Bennett, 02-178 119. 04 

Eugene ^. B1a<e, 12-058 32.04 

Paul A. Ack-ar, 02-075 133.56 

Kenneth 0. Avery, 08-045 122.70 

.Norman Barlow, 06-016 26.15 

Silas R. Busn, 06-077 142,68 
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INSURANCE POLICY. RENEWALS 
• (CONT.) 



March 



Cost of Coverage 



Robert H. Abel , 05-OGl 
Clifford -Adair, 09-080 
W, Russell Andreason, 02-050 
Robert A. Bennion , 58-051 
Douglas E. Bond, 05-024 



Rudolf D. Albert, 02-100 
Charles B. Baak, 07-005 
Phillip P. Barnes, 03-053 
Walter E. Butler, 03-069 



Apn 1 



Roy P. Ater'-.atny. 01-039 
Williar-. J. Andrew, 04-090 
Willi an £. Babcock, 11-013 
Joseph A. Benson, 10-014 



Mark G. Ada^s, 11-063 
Ted A. Alberts on, 06-002 
Denny D. Barnett, 11-011 
Brian A. Boctn , 07-083 



Jair^s J. By^ater, ^l-f^l 



Henry L. Acernathy, 03-060 
U-endell R. Alder, 04-089 
Arthur E. Barrett, 12-Q91 
Haven R. Bsntley, 03-086 

i2 

.'■I'elvin T. 'dans , 04-037 
Willard J. Andrews, 09-074 
Wi llian P . Bai ley, 05-054 
Jerry '.•(. roultOP, ^0-057 



81.52 
127.80 



43.08 
15.20 
- 124.20 
31 .56 



91 .20 
181 .20 
82.00 
80.27 



134.20 
26.16 
30.24 
97.79 
81.27 



175.20 
138.84 
124.40 
156.84 



106.88 
96.20 
134.20 
127.92 
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INSURANCE POLICY RENEWALS 
(CONT.) 



June Cost of Coverage 

CKarles Able, 11-073 -$127.20 

Robert E. Adamson, 01-001 44.28 

Donald R. Baird, 06-068 120.24\ 

Harry H. Barton, 10-049 126.20 

Oelbort V. Allan, 05-032 51 .60 

LaVere F. Andrus, 07-098 108.00 

Ger Id C. Berg, 09-082 30.47 

Frank- K. Bowen , 06-003 » 149.16 



July 
#1 

William G. Abney, 02-035 144.00 

Victor G. Allan, 08-087 113.29 

Bruce H. Baker, 12-028 " 20.16 

W. Harold Bergeson, 04-052 127.56 

12 

Richard M. Addams, 07-088 127.18 

Porter F. Angus, 12-008 130.44 

Rex W. Batejnan. 06-015 90.36 

Ernest C. Bow^r, 12-027 106.00 



August 
#1 

Paul G. Addison, 05-038 ' 95.88 

James R. Anthony, 06-029 95.88 

flax 0. Bowman, 02-023 36.60 

Boyd E. Baldwin, 10-085 , 122.07 

#2 

F. Blaine Abraham, 11-066 107.64 

William C Alley, 02-048 29.64 

Robert J. Bates, 09-067 19.21 

Clarence A. Bigelow, 01-092 195.3.6 
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INSURANCE POLICY RENEWALS 
(CONT.) 



r 



September o 

n 

Wallace P. Agnew 
Phillip VI. Armstrong', 03-006 
Ouane 0. >Ball , 08-081 
Elson, R. Brady, 04-093 



n 

Thayne G 
Walter H 



Abrams, 12-010 
Allerd, 08-070 
Ivan J\Beck, 10-012 
Bruce L\Bil lings, 06-009 



Cost of Coverage 

,$121.37 
32.64 
134.04 
108.84 



21.; 60 
97.80 
97.80 
103.56 



October 
#1 

Curtis F. Ackerlind, 08-099 127.15. 

Reese A. All sop, 03-065 ' 168.36 

Donald J. Ballard, 01-047 40.32 

Keith M. Bingham, 03-056 177.24 

Perry G. Ahlander, 07-0^0 \125.'36 - 

George E. Arnel 1 , 04-046 \42.00 

Carl J. Beckstead,' 01-072 \42.00 

John R. Briggs, 03-056, ' ^ 198.96 

'* 

November | 
#1 

Harvey M. Ahlstrom, 09-095 21.60 
Roy 0. Arnold, 02-030 / 114.36 
Harola F. Bell, 11-004 ( 129.76 

William E. Bird, %«^-007 , 36.60 

#2 

Charles C. Ackerlund, 10-042 32.03 

Daniel R. Alsop, 10-034 / 127.00 

Jack T. Br.lls, 05-094 / 159.36 

Alden I'.. Brown, 11-059 126.17 



(. 
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INSURANCE POLICY RENEWALS 
. (CONT.) 



December Cost of Coverage 

#1 " • *- • 

Martin T; Al<ins, 10-096 $97.61 

Allen C. Arthur, 09-044 97.08 

Mark E. Be1nap/»12-076 83.87 

Paul B. Bryant, -01-021 93.96 

#2 

Charles 0. Ackerson, 07-062 83.00 

Carl" M. Ames, 07-046 - ^1-99 

Robert D. Barber, 08-017 83.99 

/Norman E. Bishoff, 09-071 82.23 
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BOP PAYROLL AND SALARY SCHEDULE 



Fer^^Period Ending 



Date Paid 




Name 

m 


Rate 1 


Wi thhold 


Federal j 


State 


FICA 


Other i 
D3duc. 1 


Total j 
Deduc. j 


Amount 
Paid 


Vice President 


f 

600.00 


35.20 


84.06 


13.45 ■ 


31 .20 


i 


128.71 


471.29 


Executive Sec. 


450.00 


59.50 


60.06 


9.60 


23.40 




93.06 


356.94 


Receptionist/ 
Actai ni strati ve 


425.00' 


55.30 


55.68 


8.91 


22.10 

< 


j 


86.69 


338.31 


Cashier 


400.00 


51 .10 


51 .32 


.§.21- 


20.80 




80.33 


319.67 


Posting and 
Tax Clerk 

1 

Insurance ! Clei^k 


375.00 
350.00 


43.30- 
39.99 


47.71 
43.54 


7.63 
6.97 


19.50 
18.^ 




74.84 ■ 
68.71 


300.16 ' 
281.29 

ft 
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CAREER AVENUE 

GOING PLACES/ IDAHO ' ^ 



Date 



Mr. iester G. Ac^ron • • . 

2966 Garden Circle ' ■ ^ 

Blackfoot, ID 83221 ' *-'--„. 

Dear Mr. Aaron: 



You are Kfereby notified that your check for $166, df-awn to our 
order on th""e~ Blackfoot Office of the First Sec&rity Bank of Idaho, 
has been returned by the b.ank because of insufficient funds. 

We ask that 'you make this cKeck gooci'Within ten ,days^ f rom the date 
of this notice. If you fail lo do so, we shall [Proceed to 
protect our interests by other meljhods. ' - . . ^ ' v 

Sincerely, " \ ^ ^ , 



,Name . 

Vice President 
LGM/lm - 
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;\r. l.'inia!'-! t. r.ird 
gp.G f-Iclipso 'Mv 
Arco, in ''-3213 

Dear ilr. Cird: . • ^ ^ 

lie! come to [)0P ... 

and thank ycu sincoroly for the cor-fvlmrc you have shuwn in this corporation 
by pen.ittinq us to cooperate in the fi nanci pr* of your property. 

, For your convenience, we- have sunriarize i ji^rtltt^f to your loan on the 'Tacts 
Sheet." Please refe^ to this n'jr.i cr vhen writin^ ohcut any natter as this 
v/ill assist us in 'jivinr pror'pt attrntion'to your correspondence- 
lie have nivcn you a ^^r^cfet cc^tDininn monthly rer.ittRrvce notices for tv/elve 
months. Each payrrnt r:ust be occorranief^ by a remittance notice. DO ifOT SEND 
THE EI^TIRE BOOK,' Pay«;ents shoiiVJ reach „this office on or before the FIRST 
clay of each r^onth. Late paynents are subject to a late charge and could impair* 
your credit ratinq. 

'Each year a supply of ro'iittance notices and envelopes will be forvarcded for your 
use. lie will also provii'e you v/ith an annual statement inmediately after the 
first of each year shc^inn information that will be heApful in , preparing ^our 
incpn^e tax return. Your reserves for taxes and firo i^risurahce premiums are only 
estimated. ' If we have, an excess it will be held as a crecii t. to 'your account, 
subject to your order, and if we- do not have sufficient funds to take care 
tKese items, we will notify you. Please inform us if a change should be rade 
in your insurance or "if you report a claim under the policy. Also, do let us ^ 

, know promtly of any chanqe in y.our address of sale of the property on the form 
enclosed in your packet. 

We look fx)rward to the opportunity of doing business with you anrj .hope you will 
call v(3n us any tinie.; ' . 

,Vcry truly yours, ' ' ' ^ - ' ; ' 



ilane ^ 

Vice President 



LGflrlm 
Enclosures 



Page I 

PAYMENT FACTS 
NEW OWNERS: 
YOUR LOAN NUMBER: 
ORIGINAL OWNER: 
As of 



WiVtiam E. Bird 



. 04-Qt)7 



October 3, 1974 



"there is a principal lalance on your FHA Iqa^ in the^amount of $_ 



and/or a balance on your VA loan of ' 
and/or a balance on Conventional loan of 
and/or a balance ot your Installment Note' <^f 



$ 



$ 4,296.47 

$ 



Accumulated. credit, representing tru?S funds, presently totals $ 
The next payment on your account is due Novenifaer K 1974 

in the amount of $_42Jlfi 



This, monthly payment is allocated as follows: 
principal and Interest - FHA 
Principal and Interest - VA 
Priocipali and Interest Conventional " • 
Special /^sessment . 
FHA ftortgage Insurance - 
Deposit for Taxes ^ 
Deposit for Fire'S Hazard Insurance 
Other . . ' 



TOTAL" 



,' Monthly Side-Agreement (Installment Loans) 



28.61 



10.72 
2.67 



$ 42.00 
$_ 
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• BOP, INC. 
Career Avenue 
Going Places, Idaho 83221 



DAILY SUf-MARY' AND RECAP 



Date Month, Day, Year 



Code Paid , 1 


! Charges 


1. Aetna Insurance Co. 










c nl iStaue insurance uo. 




j 

r 




3. American Insurance Co.* 


$177.84 


$119.12 


$58.72 




4. /^erican Investors 
Insurance Co. 


120!41 


97.85 


28.56 




5. American Western Life 
Insurance Co. 










-6. ^ Anchor National Life 
Insurance 










7. Bankers Life^& Casualty 
Insurance 










a. Beehive Insurance Co. 


% 








9. California TTestern Life 
Insurance 


/ 








0 

10. Continental Life Insurance 
Co. • 








/ 

/ 

/ 


11. Farmers Insurance Group 






/ 




12. Massachusett?l^lt*tiJal 
Life Insurance 










• \ 

TOTAL 


$304.25 


$216.97 ( 
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tASlia AV'SiiUE 
•30IN5 Pl\as, IDAHO 



DATE : 



INSUR-i^NCE ?eL!Cy CGPRPCTION FORM 



^i'lke corrections fcslow o.nly- where. necessary. 

CORljECTEp N^-ME: - " 

CORRECTED A03RZSS: 



COSn-'CTED/LEGAL DESCRPTJO^Ir 

\ 



CORREGTrD A/'OUN'T DP COVERAGE:. 



ERIC 



^7 



/ 



BOP, INC 
CAREER AVENUE 
GOING PLACES, IDAHO 



Nauie Clifford Adair 



Policy 09-080 DcT te^^onth, fe. 



NAflES OF INSURANCE COMPANIES 



AETNA INSURANCE CO. 
312 Boston Bldg. 
Newport, Maine 12134 

ALLSTATE INSURANCE CO. 

363 E. 960 South 

Boston, Massachusetts 13236 

Af-IERICAN INSURANCE CO. 
647 W. Broadway 
Chicago, Illinois 34323 

Af€RICAN INVESTORS INSURANCE CO. 
943 North Main . . 
Chicago, Illinois 34234 

AMERICAN WESTERN LIFE INSURANCE 
942 E. 11th iouth 
Washington, 0. C; 22097 

ANCHOR NATIONAL. LIFE \^^URANCE. 
150 East Grove ^ — " 
Cincinnati , OtrrtJ 52870 



BANKERS LIFE & CASUALITY INSURANCE 
487 Pioneer Street 
Dallas, Texas 60953 

B£EHIVE INSAJRANCE CO. 

149 South State 

Salt Lake City^ Ut-ah 84368 

CALIFORNIA WESTERN:' LIFE-INSURANCE 

479 Bankers BuiTding 

Los Angeles, California 95478 

CONTINENTAL LIFE. INSURANCE CO. 

Continental- Bank Building 

San Francisco, California 93847 

FARMERS INSURANCE GROUP 
947 East 4th South 
Reno; Nevada 89023 

flASSACHUSETTS MUTUAL LIFE ■INSURAf;:E 

1698 South Main 

Boston, Massachusetts 30234 



Correct Legal Description: 



Correct Name of InsJFed to- Read: 



Correct Effective Dates of Policy to. Read: 
Correct Amount of Coverage to Read: 



-67- 



7R 



INSURANCE POLICY 



POLIC-Y 



n6. 



05-038 



INSUREE American Western Life Insurance ^ . . 

INSURED Paul 6. Addison. 353 South 1100 East, Rexburg, Idaho 83440 
F^ROPERTY DESCRIPTION Lot 2 Block :1 8 Sunrise Mights', Extension #9 
' Rexburq. Idaho 83440 



AMOUNT OF COVERAGE $14, -000 



EFFECTIVE DATES OF POLICY November 1, 1969 to November 1. 1972 



COST OF COVERAGE $252.0a 



i 
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INSURANCE POLICY 



POLICY NO. ■ O9-O80' . • , 

INSUREE California Western Life Insurance 

INSURED Clifford Adair > 1457 Van Buren Avenue. Arco, Edaho 83213 
PROPERTY DESCRIPTION Lot 16 Block 5 Sunset Road^ Development #7 

■ » r 

. AMOUNT OF COVE^^GE $4.300.00 

.EFFECTIVE DATES OF POLICY October 15. 1969 to October 15. 1972 



POLICY NO. n-066 



INSURANCE .POLICY 



INSUREE Farmers Insurance Group 



INSURED F. Blaine Abraham. 2910 Cascade Hay, Decio, Idaho- 8332^ 

PROPERTY DESCRIPTION Lot 2 Block 12 Sunset Road> Addition #4 

Decio, Edaho 83323 ' 



AMOUNT OF COVERAGE $18;000.00 



EFFECTIVE DATES OF POLICY October 1, 1969 to October 1.1971 

L 




OF COVERAGE $234.00 



0 



POLICY APf'ROVAL LETTER 



BOP, INC. 



CAREER AVENUE 
GOIN^ PLACES, IDAHO 

. December.l6, 197^ 

( ■ 

l\ Blaine Abraham 

2910 Cascade Way * ' ' . 

Declo, ID 853251 

Dear Mr. Abraham: 

Jt is with a great deal of pleasure to advise you that your 
application for Hortagage Insurance has been approved. Enclosed 
is a copy of your policy which you now hold with us, 

Belew is listed the composition of your payment including the 
preminim for thi^s protection: 



Principal and Interest 
Interest Rate 
D^eposit on Taxes 
^epsoit on Insurance 
•Total Monthly Pa^ 



$119.76 

7 % 
32. 7^^ 
9.00 
,$166.00 



V/e congratulate ^ you f or . partic4?patihg in this program and we 
trust that you will feel a greater measure of security in 
knowing that you have provided for any emergency with. this 
insurance. If you have any questions concerning this matterNj 
please do not hesitate -to contact us at your convenience. 

Enclosed is a new set of coupo^ns. In order to avoid tj;ie^ posfei- 
^ blitx of confusion, we ask tha't you destroy any otlv^^ in your 
possession. 



Cordially yours; 

Brian Jimenez 
Vice President . 

BJ : 'mc 

Enclosure 




Date 



J^^"^*^ /^^'^ r^'^ ^ !^ /fppTT^ 
■■gww mi<ii-mf/iI<>J^awi.Bii i jiuiii."'i i i^ 

■ . CAKicER ■ AVE^'^^y S 
' 601^^6 PLACES, IDAHO 



Mr. Daniel "R. Alsop 
1153 Bryan Avenue 
American Fal 1 s, ID 

Dear fir. Alsop: 



83211 



Subject: Loan No. .1^3_4- 



'9 



r 



r / 



Your insurance policy covering property- pn. which we^hold a mortgage \\/il 1 
expire on (allow thirty days )\becau6e of nonpayment of [premium. As you 
know, BOP, INC., must pay the i nsurance premium and must hold^the original^"^^' 
of the insurance policy at all times. ^ ^. • • " - > 

A short time ago we went yq^ a letter indicating your insurance reserve was 
inadequate to pay your insur ncG premium. We have not yet received yourcheck. 

If your check is not received within ten days jFrom the date of this letter, 
v/e will *havq no other alternative than to pay yoilrpremium and take l«|al 
action against you as this constitutes a mortgage default.'^ ' j 

/•Sincerely yours, ^ , ^ ^ - 



V 



Vice President 
Icrn - 



X 



ERIC 



BOP PAYROLL AND SALARY SCHEDULE 



For period ending 



Date Paid 



Name 



^ Rate Withhdld ^ Federal ; State -FICA 



! Other : Total i Amount 
Deductions! Deduc. ; Paid 



Vice President 

Ex. Secretary 

Receptionist;/ 
•Administrative 
Assistant 



800.00' i 137.20 ; 117.24 



Cishier /, . , ^ 
PostingXand Tax 
Insur^*ce^Cl erk 



550.00 i 76.3lb 

I 

I 

475.00 1 63.70 

i 

i , , 

•460.00 i 63.70. 



435.00 
400.00 



.J.S5.30 
51.10 



77.53 

•64.42 

61:57 
57.79 
51.32 



18.76 
12.40 

10.31 

9.85' 

- 9.-25 
' 8.21. 



41.60 
28.60 

24.70 

' 23.92 

j 

22.62 

/2o!80 

! 

t 



'^..60 
118.53 

, 99.43 

'.' 95.34 
89.66 
; 80.33 



622.40- 
431.47 

375.57 

364.66 
345.34 
519.67 - 



Key to Posting & Tax ClePk and Insurance Clerk Request; forfM^itional Funda Letters 
M/\f^ r . ' INSURANCE- * ''"-TAX 

' , ' Reserve Short 




Abbott, Clifton A. 
Abel , Robert H. 
Abernathy, Roy P. 
Abernethy, Henry L 
Abney, Wil,liam &. 
Ackman , Paul A. 
Adams, -Meivin T. 
Adamson, Robert E 
Addison', Paul G 
Aland, Hov/ard 

Albert, Ru^f- 0- 
Albertsofff Ted A: 
Alder /I'lendell R. 
Allan/, Oolbert V. 
Alley, William C. . J 
. Allsois^e'se A. 
Andersfen,-' Howard S. 
Antlers on, Howard C. 
Andreasdn, W. Russell 
Andrew, .William J. 
Anthony, (James R. / 
Armstrong, Ph-illip VJ. 
•Ai^nell, -George E. 
Arnold, Roy 0.; 
Atwood,.CI1ai:Tes \i/ 
Bailey,. Wvn>ian3>-P. - 
Baird.j^;)opald^R'. . ^' 
BallaiffclV Ddp^ld J. 

BalTs", "J^el< 
>Bdrkt2rv Charles 'A. 
Barlow, ■Noripan 
'B&rnes, Phil-ip P.* 
Bateman, Rex' W. ■ 
Be'ckstead, Carl J. 
. Bennett, John J. 

Bentley, Haven F. " 
. Bei^'eson , W. Harold 
Bigelow, Clarence A. 
»!Bil lings, Bruce L. • 
Bingham* Keith I.l. 

Btr^d, William E. 
"^Bishop, Douglas 'G. 

Bortd," Douglas E. ' 

Bowan, Frank K. • 

Bowman; Max- D; , 

Bra<iy, El son R. 
" Briggs, ^John R.-s- 

Bryant,. Paul B. » 
-■^up.ton, Ronald W. 
TJush, SiVas R.. 

Jutler, "Walter E; 



$ '32.04 
134.40 
■ 84.00 - 
/• 127.20 
; 108.00 
127.20 
97.80 . 
32.04 
84.00 
108.00 
• 32.04 
21.60 
•97.80 
.. 32.04 
21 .,60 
134.40 
84.00 ° 
.134:40 
32.04 
108.00 
84.00 
21.60 . 
32.04 
V108.00 
1 34. 40 
108.00 
97.-80 
32.04 " 
127.20 
97.80, 
°2t.60 
108.00 
84.00" 
32.04 
'*108..00 
134.40 • 
108.00 ' 
127.20 
>- 84.00 
134:4i) : 

• 21.00'- 
' W8.00 
127:20 
32.04 
■97.80 
134.40 
84.00 
97.80 
. 108.00 
21.60 



.$34.40 

'2\.m 

. 7.20 
48.00 
36.00" 
6.36 
9.08 
12.24 
11.88 . 
9.96 
11.04. 
4.56 
41.04 
' 19.56 
8.04 
33.96 
' 33.96', 
4.56' 
8.04 
73.20 
%1 .88 
11.04 

;9.96, 
'6;36 • 
12.24 
16.20 
22.44 
" 8.28 
32.16 
8.04 
4.56 
^> 16.20' = 
' -6.36 
' 9.96' 
' 11.04 
• 22.44 
' 19.56; 
68. f 6 
19.56 
42.84 
■ 4^56' 
9.96 
19.80 
21.96 
4.56 
11.04 
64.56 
^9.96 
^^.96 
14.68' 
9.96 



increase 
Per Month 

$1.20 
' 1.80 
0.60 
' 4.00 
3.00 ■ 
0.53 
0.76 
1.02 
, ' 0.99 . 
. 0.83 
0.92 
0.38 
3.42 
1.63 
0.67 
2.83 
2.83 
. 0.38 
■ 0.67 
6.10 
0:99 
0.92 
0.83 
• 0.52 
1.02 
•1.35 

f.69 
2.J58 
• 0.67 . 
^0.38 
/. 1.35 
0.53 
0.83 •• 
■ 0.92 
n.87 
1.63^ 
5.68 
f.63 ' 
■. 3.57 
•^.38 
0.83- 
' •1.65 , 
" r.83 
0.38 
0.92 
-5.3G 
a. 03 
1 .83 
2.89 
0.83 



.7/1- 



Re^rv6 



$128.64 - 
552.24 
3^8.72 
530.04 • 
/ 446.88 
. 530.04 
-^96.60 
128.64 
' 342.72 
446.88 
^ 128.64 
103.68 
396.60 , 
128.64 
103.68 
552.24 
348.72 
. 552.24 • 
128.64 
446.88 
348.72 
103.68- 
128.64 
446.88 • 
552.24 
446.88 
396.60 
128.64 
t 530.04 
396.60 . 
103.68" 
446.88 
348'. 72 
128.64 
446 .88 
552.24 
446.88 
530.04 
348.72 
• 552 .,24 
128.64 
103.68„ 
446.88 
5''30.04 
* 128.64' 
396. 6(y 
^52. 24 
• 348.72 
396.60 
446.88 
■(03:68 

\/ • 



Short 



$ 



36.00 

19.92 

11.52 - 

60.00 

10.44 

38.88' 
10.68 

23.64 
47.88 
22.44 ■ 
16.20 
19.80 
34.08 
32.16 
55.68 

103.32 
73.20 

■ 34.08 
22.44 

•103.32 
41 .88 
6.48 
4.5^ 
43 .,14 
23.64 
22.44 
41.04 
22.44 

•103.,.32 
.1-9.56 
32.16 
"19.80 
10.68 
• 8.28 

, -16.20 
34.08' 

-103.32 
103,44 
94.92 
112.08 
63.72 

, 25.^6 
34,68 
112.44 
19.ff0 
, 76.08 

- 112.56 
16,20 
112.56 
•24.36 
.22:92 



Increase 
Per Month 

$3.00 
1 .66 
0.96 
5.00^ 
0.8r 
' 3.24 
0.89 
1.97 • 
3.99 
1.87 
1.35 
1.65 
2.84 
2/68 
4.64 
8.51 ' . 
6.10 , 
2.84 
1.87 
8.61 
3.49 
0.54 ■ 
0.38 
3": 60 
1.97 
1.87 
3.42 
1.87 
8.61 
1.63 
2.68 ' 
r*65 

o:.89 

0.69 
1.35 
2.84 
8.61 ■ 
8.62 
7.91 
■ 9.34 
5.31 
2.13 
'2.89 
9.37 

• 1 ..65' 
.6.34 • 
9.38 
1.35 

- 9.38 
2.03 • 

• 1.91 




TEACHER'S KEY 

« 
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PHASE IV 




ERIC 



\.S7 




n (7?i '"'^ .' " I n f""^ 



•GOIi^lG- PLACES, 'IDAHO 




Kr. John' J. ucrr.jtt 
i3bu9 Fast Oak Urivc/ 
Cottonwood, ID . \';3522 

Ueor :.r. Dennett: 



Jri 1 recent letter to u5 you stateri^that ,you had received two letters from 
nJi-P, i;ie., indicatir.n ^-^n'on^cunt due of -^.64 for taxes and an amount due 
or; :.3.53 for insurance. You asted for an explanation of these additional 
charges and f^v^ an exi'lana'tion of v/hy you must increase your mortnane • • ' ^ 
payrr^ant 'by $1 .0;T per i'wtb. ^ . . ^ 

to bc?ofn \-/ith, fr'.. Ceanett,, your rfiortqane p^iynervt vfts ^.Ifi.e. -This payrent 

c:'n bo broken dcjv^n inta>^hfee r.^ajor ccmpoponts. -Th^se components are 

(1) princi'parandM'nt-rcst, vll<3.7C: (2} taxes, C37.2^;^ and, (3) insurance:, $9.00. 

The aiTfount yoii Pfly for principal and. interest tan best he explained by notina 
that 1110 portiofi of the bllQ, 76* which noes tCA/ard rpducinn your principal is^ 
co;itin!w]ly risinn and the ariount V'Aiich noes for interest is vconti/ually 
decroasirn throtnhnlst the torrMvf your loan, l-.'hy r^ops this happp/, you ' ' . ' 
mnht aslc. The reason is bc.causc the 4^rinc'ipal balance of your loan is 
. cjecreasim v/ith each Portqane/.a.ynw:t you rwt-p. Since you arl payinn 
a fixed amount of nrincipal ancr>fUoros{, "il 19.7C-, a reduction in your principal 
■balance ncans less nf this fixed" amount oeeds to fio for .an. interqj^'t payment 
and so, conseouently , rore nf the $119. 7C can no tov/ard: decreas^o your -principal 



:^ The amount you^ pay each rionth for taxes ajK[ insurance car^, perhaps best be ■ " 
explained this voy. iini^nsured nortr-iriod pi^operty cannot be tolerated; neither 
can^hayir.n tax delinr^ont prr^c.rty und<?r nortqage.' Jn either case ne.ither 
B0P$-4;iC., onr i ts" i nvcstors are fully protected. ' Because of this we" 

_ have, an aareerent v/ith our Investors that w,e will pay- al 1 -taxes and make all - - 
insurance payironts. ^ • •■ ; 

: order 'for* us; to pay your taxes and i'nsurance, \;e rust cstiriate How niuph your 
■ .ta/es are noina, to. be on your nortrianeJ prppewty and how liiuch the insurl^ce 



,to cover this .proper ty is ooinn to ccs". 



We ttieft. divide this csti'natioii''by 12 



\\r. John J. i'.pi i ^ t*" ' ■ ' 

Po<jc 2 

'J-.tc ' • . " 

> 

ani aSk th:t you pay ofv>tv.'r1 f th cf this tjtal-^c-ch ponth.^ In this way v^/e 
hop3 to have cnouMh r.Qricy accu. ulatL-l in a^j^tcx .mcJ insurance reserve to pay 
your taxes and to pay your insurance pr. i.ii'iis wKlh they core due. 

SCi.i'}tir:cs , hc^'.'cv^r , thf^re are uirfor'seon cirru'^starcrs which influence the 

your c'lsp, 



ai.'.ounts that/r.iust to pii^l. In your cisp, Mr. l)rnrLtt, yoiir taxes increased 
hy $r:«.Q4 b^'ji-jQ the assess 'd v:;1uati'^n of your [r\r\)iriy incrorsed vih^n 
yoM built your r»a; xj^rar?. As* for th-^ i .c rr^rsc^i n your inrurance prrr.iuni 
of $3.5:i v;?, 3S3L..C this can be ^ntri h-if i to either inflation or to on 
oxcss of insuranc- clai'is. ' Th :rc iMy, rf course, he any minber of reasons 
increase in an ir.'^urdPCe nrrnium . 

This, tyrr, -is a h-rC'-Mc'-'n of your nortc^^'^ puyr.crt and an explanation for 
th'^ Charn^s included therein. 

' If ycu dosire further i nfoif'-'atic or if r\w be of further sercise to you, 
plccse do not hesitate to Jet us tr-u'/.^ 

Yours\very truly. 



daMO 

Vice President 



1 (]n <' 




BOP, INC. 



CAREER AVENUE ^ 
GOING PLACES, IDAHO 



Date 



Massachusetts Mutual Life Insurance 
St98 South Main 
Boston /MA 30234 



\ 



Attention Mr. Scott 

Gentlemen: Arthur E * 

one of the borr^er. t. who™ -^r'^rt^Ua^^rl^^rett^s doctors ' 
B^rreU^of toise, Idaho.^h«.l;f 4 ,,„,ered in approx,n,ately s,x 

months. * • d 11 not 

- -tt;. JO ,...ce u^^^^ ^ 

.„ ,00 agree, "il, suspend '"^^^l^ « ""JSS "S^ l-rft't re?"""' 
privilege. 



Sincerely, 



Name 

Vice President 
Igm 



I 



f 



ERIC 



/ 



VIC ! P-RESIDENT DICTATION SITUATION^ 

'<5 7 ' ^' 



(1) 



Mr- Keitti M. Bingham of ShG^lley wishes to suspend his mortgage payments 
,for three months as he wants to take, a long vacation.' Write Mr. Bfngham 

a letter telling him this is all right with BOP, INC., bCit that he must 
^pay an additional interest charge of 1 1/2 % a month on the unpaid balance 

during 'the tinne he suspends his payments. Inp^cate what the total interest 

will be for three montbs. - " . 

' (2)' ' • . 

D"onald R. Baird of idahoF^lls is a turkey grower. s6m time ago some dog^ 
got into his turk^ penf^ killed over half of his flock. Bbcause of this 
he is. having an extremely hard time meeting his mortgage payments.- Write 
him'a friendly letter explaining bow- sorry you are at his misftrtune, but 
that he must make liis mortgage payments or lose liis mortgaged property. 
Offer* to refinance his foan at an interest rate of 10%. TiH?s"is an increase * 
but exp^^in how high interest rates are at the present tmi.. ^ , 



(3) 



Write a thank you letter to investor' 04. They have been very cooperative 
in'lettipg you delay payments to them when they have been slow in coming 
in from th'e borrower. Assure him thut'the payments are paid the instant 
thoy are received. A ■ . . ' 



(4) , ^ . . . ^ . 

Bruce Billlns of Paris wants tp take the remaining balsin<re of his mortgage . 

and spread the R^ayment-out .over another thirty-year period. Write him a 

letter explaining an additional interest charige roust be assessed if this 
* is done. ^ ^ - \ - • ' * '\ 



James J./Bywater of Idaho Falls is inj^^rested in purchasing partj,nterest 
in the Simpldt-Mines.. - In.order to do this-, Mr. Bywater must refinance. 
h'is loan with^BOP/ BOP is willfng^ to refijiance his present 1?ten. which has 
ten years td rurt, proitiding^Mr. Byv)ater is wijling to.^pay the^idditional ' . 
interest for the twqmty years that he wants; and a raise in. rate of $% to . 
'7%. Write Mr. Bywater a letter .explaining the sitliatian an^/make arf • 
appointment to take care of the 'business dete^ils il'i^e. sty-l wants to ref inane 



4- . ^; 



(6) 

William E. Babcock of Rupert is ,a very old friend of yours: consequently 
he believes he can be slow, in making his mortgage payments and you wjJl 
never do or say anything about it. Write Mr. Babcock a letter temng him 
. he%ast make his payments on time- or pay a late charge. Hake it very clear 
'bKat^usiness and friendship do not mix. 



(7) 

Howard S. Anderson, an old friend of yours, 'has just been made president 
of Anaconda Corporation in Delta. Write a letter of congratulation and 
gnetly remind him that he is ten days past due. on his mortgage payment. 



(8) 

-Ronald W. Burton of Howe is a turkey grower. He raises approximately 
twenty thousand turkeys each year. Mr. Burton has sufficient equity to 
enable him to borrow up to $50,000 from BOP, INC. However, he wishes 
to borrow money using his tm^eysas collateral. Write him a letter 
explaining that equity of/: transit nature cangot be used but that 
BOP will lend him up to $50,000 if he will inortgage his land and other 
properties. 



(9) 

William E. Bird of Arco is constantly making his mortgage payments with 
checks that the bank will not honor because he does not have sufficient 
funds^in his account. Write Mr. Bird a letter making it very clear that 
if BOP- receives one mors bad check from him, BOP, INC. , will be forced to 
foreclose on his mortgage and the full amount will become due immediately. 
-If Mr. Bird is then unable to pay the full amount BOP, INC,, will -take 
over his mortgaged property and see that it is sold at public auction to the 
highest bidder. 

■ % ' i- • 

(10) ^ . . • 

Gerald C. Berg has a small loan of 3,600 from BOP, INC. He wishes to bo'rrqw 
an additional $17,000 to build a new home. Mr. Berg barely, has the equity 
to' cover this additional loan. Write him a letter telling )\irn BOP is ..^ 
extremely reluctant to lend him this additional money because his equity 
barely meets minimum requirements. The real reason that BOP does not wish 
to lend him this money is, of course, because he is slow in his mortgage ••. 
payments. 



(n) ■ ' -.. > • • " ^ . 

Clarence A. Bigelow of Pingree has; rooently become involved in sojne way 
with some very- shady busines-s opefations. It is not that these business 
operatfons are illegal, but that they ar-anot quite ethical. Write Mr. Bigelow 
a letter urging him to upgrade his\business dealings so that people will 
be eager and delighted to do business with him. , The, reason you are writing • 
this letter is becauseBOP, INC., w^nts .to help him keep his business 
oporatipg so he will be able to pay, off his loan. • j ■ 

i 

(12) . » . e ^ 

• Mr. ^George Halley, 355 Nqrth 6th East, Bois6, Idaho, ;'83702-, has notified 
<your office that he has. $2, 500 of his own money tha;t he would like to 
invest with BOP, INC. Your ' assignment is to infor]t) Mr. Halley that your 
Board of Directors has established a policy that yoLW:annot accept; 
investor accounts for less than $20,000. Mo"st of your investors are insu»"ance 
companies or investment companies. Write him- a letter- and explain the 
situa.tion to him. You* appreciate his wi 1 1 ingness-; to provide funds. 
Above all , keep him happy. ^ i 

.(13) . . , . ; . 

Mr. Charle5-W-.-^-AtwoGd has today made his last payment onihis.-moctgage. • 
■ You are to write .him a letter congratulating him for- his fine record of 
prompt payments. Be sifre to indicate that BOP, II^C. , is extremfely willing 
•to do business with him again. 

■* 

Dictate -a letter 'to a Real Estate Agent expla^n^ng why you* were unable 
to grant a loan to Mr. ^hn Winters. . The amount of the loan requested * • 
was much more than he hid equity to cover .and the payments would have 
been too high for his ability to repay. - . ' ^ 

Mr. Henry Monroe ' / . ' 

Agent, Mutual Loan and Investment * ' - • 

414 19th Street . , > ' 

Chicago, Illinois ^4^ ^ 

(15)' ' . ^ ^ ' . ^ 

You .are to establish clean-u|^ procedures for the office. YoU may' 
establish whatever pxocedures you wish, but. .get ttiem set u^p ecTrly and 
placed in writing. \Each .mefnber of your office is ,to receive a copy of 
your clean-up proceOures which should be in memorandum form. This 
memorandum should be duplicated and handed lout td each inernber.pf y.our 
team. • » * 

-77-, / ■ . \ . 



' 

^(16) 

St 

Mr. Gary Lloydj Speqalist, Office Occupations, S^ajf-, Department for 
Vocational Education, Salt Lake City, Utah, 84111, has juSt completed 
■ a visit to BpP, INC. Write to him andthank him for his recent visit 
and invite him to visit again- when ho can. ^ • 

. « 

(17) ' 

♦ 

Dictate a memorandum requesting better use of BOP telephones. There have 
been too' many personal calls. 

(18) 

You have received a letter from Mr. Jonathan Thornton, President of 
American Investors Insurance Company, one of BOP, INC's investors, 
ilr. Thornton states rather bluntly that he does not believe we are- 
crediting his account immediately with the payments we receive, but he 
believes we are holding the money, for a month or tv^o and using it for fluj::. 
own purposes before crediting .the American Investors Insurance Company 
account. 

Respond to this letter' using very firm but tactful language indicating 
there is no foundation for his belief. You are to explain why. it 
sometimes takes a few days to get the proper paperwork done and:mailed 
to his company in'Chtcang6. The address of American Investors Insurance 
can be obtained from an' insurance correction form. 



V '(19) • ■ 

- Mr. Norman H.' Bedtty, 416 Mkhigan Avenue, Koosharem,' Utah 86432, 
has applied for.a loan from BOP, INC. , -however , Mr. Beatty does not 
have enough equity to properly secure, the mortgage cmount. Write him 
a letter explaining the 'situati/n and denying the locin. 

' ■ ■ ; ' 4 




DICTATION FOR VICE PRESIDENTS 



VICE PRESIDENT 



X 



Mr. Roy P. Abernathy, of Boise, Idaho, has written BOP, INC. a letter 
saying he has heard that we give out credit information over the ■ 
telephone to anyone who asks forvrt^ 

Urite Mr. '^bernathy a letter explaining that it would not be ethical 
for us to do this and-that we give information only to legitimate 
credit bureaus. You should emptiasize that it takes a written request 
of some type or some typa of telephone certification before we release 
this information. 



\ 



VICE PRESIDENT^ 



Mr*. George Q. Bench of Hepburn, Ida'ho, has become involved in a wage 
dispute between the Georgta-Pacific Gypsum plant and the United States 
Gypsum plant. Both of these plants are, located- in Heyburn and the , 
management of both threaten to close them down- rather than become 
involved in a strike situation^ i1r. Bench, who is the principal 
ringleader, has just been granted a $22,400 mortgage with BOP, INC.-,. 
and, if the-workers stri-ke.&i -the p+an4s-cTose down, he will lose the 
'property ho has under mortgage with us. 

*^ 

You are to write Mr. Bench a letter explaining the situation as you • 
see, it and tolling. Kim the danger of his present course of action. 



VICE PRESIDENT • 

• r 

BOP, INC. haa received^a letter from Mr. -Walter H. Allred of^Glenns. 
Ferry requesting a breakdown of his $139 mortgage payment. ^'He^js^ 
especially interested in, the amount he must pay for taxes and 
insurance each year. ' • 

Answer his letter. ' , . , ^ 



VICE PRESJOENT. 

Mr. Ted A. Albertson of Ucon raises turkeys. . He has decided that 
turkeys are not his cup of tea and wishes to change *co cattle. If, 
as he explained in hisHetter to BOP, INC., we'will loan him'$10,000 
at the rate of interest of his present loan'(7.25 per^cent), he .will 
mortgage his land. Mr. ^Albertson does 'not believe' that he will have 
any trouble paying off the mortgage. I ^ ' 

Answer his Tetter. ' ^ ' * 



j 



VIC; PRESID^flT _ 

BOP, INC. has received a letter from Mr. WendalKR. Alder of HoatRelier . 
requesting an Annual " Statement , of his account, 

Ans^'/er his letter. . v 

. VICE PRESIDENT ' ^ . ^ . ^ 

Mr. Harvey M. Ahlstrom of Sun Valley has sent us several bad^checTks, ^ 
This is a situation we cannot tolerate. * v ' 

'Write Mr. Ahlstrom a letter = ,4 . 

. VICE PRESIDENT" ' ' . •, - * 

Mr George E. Anfoll of Aberdeen believes he is the greatest; man alive. 
Just last week .he stormed into BOP, IMC. demanding all kinds of,,- 
attention. aiid thoroughly disrupting all' office workers.. He. stayed 
for over an hour and two prQSpegtivc borrowers left because he was so 
egoisfic. This is a "sjtuatiofi BOP, INC. cannot tolerate in the 
future.; 

Wr'l^ -Mr. Arnel La letter concerning- this 'problem. 
V4CE PRESIDENT ^' , . ' . 

Vie have received a letter from Mr. Bruce H. Baker of Rigby requesti/g 
♦an Annual Statement of his account. 

, Answer his letter. 

VICE PRESIDENT •, ^ * ■ , 

Mr ' Howard C. Anderson of Castleford has written us a letter requesting 
an.additional loan. -He' presently has a loan for $22,400 and he wishes, 
^ to borrow another $10,000. His total equity is around $25,000. 

Answer his letter. ' v 



ERIC 
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VICE PRKlDENr ' . - ' - 

Wg 'lave received a letter fra^ii Dr.^Qoyd E. Baldwin^.of Aston requesting 
an Annual' Statement of hjs account. 

Ansi'Gr His iQtter. \ *^ 

>> 

p j 
VICr PRESILENT 

Mr.' Peter G. Ackley ot; IdahoTalls \]a^ written requesting 'an Annual 
Stati)ment of his account with BGP, INC. 

Write him a letter .transmitting this Annual Statement 9ind teHing/tllm 
hovfjnu-ch-v/e ^enjoy his b'ustAess. 





VICE-PRESIDENT 

Arco, Idaho is located near some ofN^e best hunting and fishing irW ^ 
Idaho. ^Mr. Charles Able of Arcq wishes, to borrow $20,,000 to build/a 
lodge which would cater to the needs-- of iHjnters and fishermen. Mi/. 
Able has a large holding of land near ArcoNnd it appears that hi^ 
j'arfd would answer the mortgage requirement. 



Ansv/er his letter; Mr. Able is a. pr* 




OP cusi 



VICE PRESIDENT 

Mr. Phi^'ip W. Armstrong of Cottonwood has paid his last tv^o mortgage 
payinents v^ith* chej:ks which the bank has returned maTfked insufficient 
funds. \ , « , 



-Write Mr. -Arnstrong a letter concerning this mattt 



VfCE PJ^ESIDENT 



J'ir. Rudolf O! Albert has written B)6p,^INC. asking for- an appointment 
\/ith one of its Vice Presidents. ^'He has indicated that any t'ime next 
week would be*n<id with^him as long as it is ir^^tfj^* afternoon. ' . 

Answer his letter. »e sure to make your answer at least'-two and , 
preferably three paragr^^a^^s in length. Mr. Albert is a .customer of 
BOP, INC. 



ERJC ' ' , „/ ' -81^ 



VICE PRESIDENT , ^ 

\^ri.. Porter Angus of Inkom has written -BOP, INC* requesting ^an . ^ 
interview with a\Vice Pifesj'dent. He emphasi'Jres in his letter that he 
must drive a relatively large distance to get to us and requests that. . 
he be allowed. a minimuni of one hour with the Vice 'Pnesi dent. T-lr"; ^ ; ; 
Angus had developed, the reputation of being somewftat of a troublejnaker 
since BOP, INC, grant^^d him his loan. In'fact/ tliie lean would-'noi//^^ 
Kave been granted had this come to light earlier, ■ ' - , - 

^> * 

Ifrite Mr. Angus a letter answering his.'reqiiestT" , 

VICE PRESIDENT • '^^ ' - vT.^ 

BOP,- INC. has received a letter .from Mr .Robert Abel of Pocate.llo, 
Idaho, asking for a breakdown of his' loan. He specifically asked how 
much he v/as paying for principal and .interest and how much of this 
was Jjiterest. ' , , 

' You jire to- answer hfs letter, „ . . , ^ . Z'' 



•VICE-^ESIDENT 



/ ^ «; >1r<^.\Ro^rt'£.^ AdaoBSon of '^r ace works at the^Georgia Pacific Gypsum : , ^^-^ ^^^"^ 
//'V ' Pl^t' ./^^ has an excellent job^and^'has alw^s seemeeK 



. tjD very,.pel tfible^ in^^ividual. Lately, Mr:,Adamson has^l)€er1 
.-maj^iiig hl^njpr^tg^^^^ a very erratic manjieP'r "Bq^* W 

' -sud^enly/*pay thnee^fflonthjy .payments -a^^nc^Tand^'^^ not /.- jt'a'^ 
:/ Ap^ymertt for six ipbr>ths,^ i"ie^fe;»^of .coursJ^^^^forCed to charge' him^.late. 
-7 cilarges. when ;hjsjiaymSnt5^ on time,' ' 

- * ^^1:t6 M^^^Adaiffson lett^' asking whether ihSrj^ is^ any-i^SbO^ for 
: ^-^z^'^^s: erra-tic paynients and as king' if Ji^ere^i^ j^ythtpq \ve/can^dO;-t^ ^ 





VICE PBEsrbEfiT " :/ .\ . . 

I ' ^^:r^<^esj^ng',zt\'. eS^Ay pay<iff^ cjn his loan.'' ftr* Atwood-'gnpha'^f^ " 

^ '. r-.; including an 6affry''f3ay6ff , ' . ; ; " 



->An-swer ,hHs Tetter.^ 



VICE PRESIDENT 



• . ' Mr". Charles 0. Ackerson of Blackfoot has' written BOP, INC. a letter 
, asking about the breakdown of his $120 monthly payment. . 

Answer his' letter.' 



VICE PRESIDENT 

Mark*G. Adams of Boise has mre property and more money than almost 
anyone in Ada County. Hov/ever, Mr. Adams is very careless. He 
frequently makes his mortgage payments to us using checks from banks 
in whi^h he does not have an account. Consequently, we are 
/.constantly forced to charge him a latg charge; and we frequently 
^ have t;6 resort to legal measures to get Mr. Adams to pay his late , 
charge.' - 

^-You ar^^to-write him a letter explaining' very specifically our side 
of -tlie sfluation and making very clear to him tfjat we^will not 
tol^lnat^- th'i^ .^ituation any longer without taking more drastic 
'BCtidri. • r 




;^ICE PRESIDENT 

r Robert M, 
tl^e work necesi 
^tter to us thdt\4t» would take five months 



Add^S of Springfield wishes to return to BYU and fi 
ssariy to ^btain his master's degree. He said in his 



hish 



Write Mr. J\ddafns a letter telling him we will be more than happy to 
suspend p^ehts for such a good customer as-^V/e believe he is. In 
r ""ordeh/f 0 r :usr -to do this, however, he must agree to pay the regular 
anau"al mt^Y^est rate. His interest will be figured at the rate of 
~ - 6 . 5% , thje" rate at which he borrowed his mortgage amount. Be sure to 
_ ^ tVll ^tr.;-Addalns how much interest he v/ill have to pay each month 

— 3r£;^^^-3^.^^-^^^s^ his .payment is suspended. ^Also indicate'there are , 

taxes^^d.-vnsarance that^must be paid whether or not he suspends, payment. 
^J. TafXes -atrdfinixi ranee c^an' be held off only so long, and 'he must ultimately 



t . - . 
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■-'■TEL£:pHaN£ atls/ 

TELEPHONE CALL- TO POSTING AND TAX CLEftK- - / 

Your name is Walter,il. Allred from Glensferry, Idaho. You remember that 
•your payment includes property taxes- for the year but you thought you 
would be told when they were paid. -You are panicked because they were ^ 
' dufe last week and you are NEVER late with taxes. If you get the 
response in the form of a polite explanation, calm down and ask how 
m,udh_the taxes were this year. Become cordial toward the end, even a 
nttle pleasant. ' 

If you get an abrupt answer, get angry. After all, it is your good • 
-name they are destroying by not paying the taxes on time. Demand',' 
immediate action or talk to t-he Vice President. Really rea*d the riot 
act if you aren't satisfied. 

/\11 you really want to. know is, how the taxes are^et* care of and ^ 
how much they were for the year. • 

TELEPHONE CALL- TO VICE PRESIDENT 

You are Douglas-G. Bishop. 

You have just made your 21st payment and you have coine into an 
inheritance, and would like to pay o^'^' your loan. What is the balance 
^nd early pay-off fee on the mortJ^ageV You also would, like to know 
^at the rebate is on the tax and insurance reserve accounts. Get a 
little upset when you find out that there is a penajty for paying off 
the loan early. It seems to cost you something every time you turn 
around. * ^ 

End on a pleasant note if possible. 



TELEPHONE CALL p-TO RECEPTIONIST 



You are Wend^lTVR. Alder of Montpelier. You are obviously calling 
your bank, but 'h\ve dialed the number of BOP,^ INC. without realizing it. 



TELEPHONE CALL VTO RECEPTIONIST 



You are Kenneth D. Avery of Paul and you want to know exactly how much 
of your payment last month went toward reducing the balance of your 
loan. Remember, you can be Mrs. Avery calling^for your husband. 



^TELEPHONE CPLl TO 



You are Hr. Donald J. 



after the loan changes 
This call wi'l probabl 



RECEPTIONIST 



allard of Arco. You are selling your house 



^hd yovi want to transfer your mortgage to someone else. Is it 
possible? Can the payments Vem? in tfie same? What is your liability 

hands ? 

\\/ be transferred to someone^else like the' Vice 
President. You may suggest (after all .else has failed) that the 
President may know spnjething^about this. If you receive no satisfac- 
tion, toll then that you will cill back later. - 



TELEPHONE gALL— r— TO .INSURANCE CLERK 

^ 



) 



Your name is Joseph lA. Benson. You neetf to know the name of the 
insurance company wlilich ^'nsures your -mortgage. You are going to make 
a claim and want ta mai<e direct contact with the company itself. 
HakG the call shore and sweet.. ^ 



TELEPHONE CALL TO ANYONE IN THE OFFICE 

You are a friend who lives in the same neighborhood as someone else ' 
in the office. You want a ride home from wo,rk. ' You may want to get 
a little information about where to meet. Ad^ a little personal 
information and chit-chat with th^ call. 
You are in no hurry to get off the line. 

TELEPHONE CALL TO RECEPTIONIST 

You are Mr. William C. Alley. You are in town and want to come in and 
pay your payment. How much is it and how long will the office be 
open? This one should be short and sweet. 

« 

t 

TELEPHONE CALL TO CASHIER OR POSTING AND TAX CLERK - - 

You are Robert D, Barber, You are making your 16th payment" this 
month. In order that you can make an estinjated income tax report, you 
need to know how much interest you have paid in the last 6 months. 
The total is all you need. Be courteous but firm. You have to have 
it as soon as possible. ;Hold the line while it is being computed 
unless you are told otheh^ise. 

TELEPHONE CALL TO INSURANCE CLERK 

.You are James J. By^'/atdr. You have made arrangements with another 
insurance company to provide insurance for your property. . You want to 
cancel the current insurance and receive the amount of money now^being 
held in the' insurance reserve fund. It has been nearly 12 months since 
the insurance has been paid, so there should be 11 months reserve in the 
account. How much dp I' have in my insurance reserve? 




TELEPHONE CALL TO CASHIER 

t 
I 

You are Carl J. Beckstead. , ' ' - ' 

•You have received the coupon book for Mr. Beck and would appreciate 

receiving the proper book so that you can make your payment. Refuse 

. ' I r 

to make the payment without the booklet. It is already past due. Act 
a little perturbed but cooMown quickly if the response is friendly. 

TELEPHONE CALL TO CASHIER' • , • 

Your name is Harold. i1. Packer from Shelley, Idaho. In reality you 
- are not even a borrower of BOP, INC. but you think you are. You have 
just purchased a new house and the real estate people told you that 
the mortgage would be taken out through BOP, INC. You have not 
received the coupon book and don't know for sure how much the monthly 
payment should be. Be 'polite but quite "thick headed." 
The answer you are after is that they have no record of your loan. 
Play it by ea,r from there. 

TELEPHONE CALL TO VICE PRESIDENT 

You are ttie chairman of the coimiunity chest drive. 

Ask' for the Vice President and a $500 donation to the Community Chest. 

Most of the up and coming businesses in town are donating this amount 

and you sure would like to see BOP, INC. join ranks. 

Give a sales pitch on the values of the organization. 
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TELEPHONE CALL TO POSTING AND TAX CLERK 

You are Delbert V, ;Anan from Hailey; •* 
You are making your next -payment and you and your wi^e had a friendly 
little "discussion" about how much interest is being'paid wi'th ea'ch 
payment. You told her that you would c^ and find out. You are 
making your payment of $42.00 and it is payment*,#233. How much interest 
are you paying this month? This Is a friendly argument and try' to fill 
the clerk in on the entire picture. Tell her a lot more tfian she .needs 
to khow. Be hard to turn off. ' ■ • ' 

TELEPHONE CALL TO. INSURANCE XLEkK 

Your name is Brian A. BootK' 

'U 

Your house was damaged yb^^^a. storm recently. You have filled out all 

J ' ' 

of the farms and filed a claim. Wheren's the insurance clerk? 

• * «. 
Be quite abrupt and demand .immedi a. te action. 



TELEPHONE CALL TO Vicl PRESIDEflT 

You are Heber Jones of the Beneficial Bank. 

You have an appointment with' the Vice Pr sident on Friday of next 

week at 3:00. Due to business conflicts, you must be out of towrt and 

i ■ ' ' - ^ 

cannot make the engagement'. You will call back as soon as you return. 

You may be gone for sevferal days. 
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TELEPHONE GALL TO POSTING AND TAX CLERK 



Robert E^Adamson from Grace, Idaho. 

\\aye my taxes been paid? How much were my taxes last year? 

TELEPHpNE CALL TO WCE PRESIDENT 

You are Perry G. Ahlahder. 

(angry) Recently receivad notice that payment had increased $10 
per month. Why? 

TELEPHONE CALL TO CASHIER 

Victor G. Allen 

Can I be late with my next payment? Thave been sick, or off work, 
or I'm buying a car. Will there be a late charge? 

TELEPHONE- CALL TO CASHIER 



Wallace P. Agnew 

Mailed partial payment this morning, the rest of the amount wi.ll be 
mailed at th^ end of the month. Will I have to pay a late charge? 



t 

TELEPHONE CALL TO POSTING AND TAX CLERK u 



You are the Credit Bureau. - ^ 

What was the original amount o*f the locin for Melvin T. Adams? 
How much does he pay each month? 



TELEPHONE CALL TO POSTING AND TAX CLERK 

You' are Harold F. Aland* 

I am making out an estimated income tax form and need to knov/ hov; 
much interest and taxes I havc3 paid up from January 1 to June 30.. 

mEPHONE CALL TO POSTING AND TAX CLERK 

You are Delbert B. Allen. 

(Angry) Why did my taxes increase? BOP says there is $50 
defic3iency in the reserve, I cannot pay that much now. Can I pay 
taxes for just part of the year? 



TELEPHONE CALL TO RECEPTIONIST 



You are William C. Alley. 
I got a parking ticket while waiting to see the Vice- President, 
what are you going to do about it? 

TELEPHONE CALL TO VICE PRESIDENT 

You are Wendell R. Alder, 

^ Can I be' fifteen days late in making my payment? Since I am^ 
notifying you, will I have to pay a Tate charge? 



TELEPHONE^LL TO VICE PRESIDENT! 



^aul G. Addrsen 

Because of financial difficulties, I would -like to sfcip the next 

payment. Will there be an additional il|iterest, charge? - ' 

t * 

TELEPHONE CALL TO POSTING AND TAX. CLERK , 

Curtis F. Akerlind - ' 

I 

How much in taxes have I paid from Jctnuary 1 to September 30? 



4k 
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PHASE IV TELEPHONE CALLS " V 

TELEPHONE CALL-— TO VICE Pf^ESIDENT . 

r 

You are Mart.in T. Akins of Chester and you have your home^ mortgaged 
by BOR, INC. You want to trade homes witK an individual .fi?om 
Ephraim but m^t have BOP's approval because the mortgage must be 
transferred. You' wrote BOP a letter concerning this a short time, ago, 
but have not as yet received answer. If the lette'r has been 'answered, | 
^ou will want the letter^^ead to you oveir the telephone. Remember, 

you can be Mrs. Akins calling for your husband. - , . 

✓ 

' TELEPHONE CALL TO INSURANCE CLERK • ' • 

You are Melvin P. Adams of Boise and BOP, II^C, keeps getting you 
mixed up with a Mark G. Adams. You are returning all the papers you 
have received for Mark 6:. Adams, but you do, not know your mortgage payment 
amount. You \a|so want to know how much of this monthly 'payment if for 
insurance. Remember, you can be Mrs. Ac^ams calling for your f{usbBnd. 



TELEPHONE CALL TO INSURANCE/CLERK ' ' ~^ . 

Youj^re William 0. Andrew of Rexburg and you ^^want to know how much 

ins'urance BOP, INC., requires on each .of its loans. Remember, you can 
be 'Mrs, Andrew calling for your husband. 



TELEPHONE CALL TO POSTING AND TAX CLERK • } 

You are Wallace P. ,Agnevy of Pocatello, Bannock County, aria you wish to 

know how much you paid in taxes last_year. Remember, you can be Mrs. 

Agnev/ calling f6r your husband. 

-9'2- 



TELEPHONE CALL TO CASHIER ' > • ^ ^ ^ 

You are Howard C. Anderson of CasfTeford and you are trying, without 
giving ydur'namef^to find out what ^OP, INC. , 'thinks- of^your payment 
habits. You are thinking, about boprowing~sfe mc^i^e morf^^nd v^ant^to 
know^ihere you stand. • : - " . 



lemember you- can bo Mrs. Anderson calling for your husband. 




.mEPHONE CALL TO VICE PRESIDENT . j 

\^u^ are William G/ A^ey of Boise and you wish" to make an appointment 

■ ; - . / ' * ' 

to clarify one bf^our loan documents. ' You do not bej-ieve you have 



been .getting a fair share; Remember, you can* call As Ws, Abney'. 

^LEPHONE CALL-^— TO INSUI^ANGE CLEPfK ' * " * 
You are Charles /^ble^of Arco and you cannot >junderstand why your 
mortgage property^'must be insured. If you didn't have to pay a 
certain an]ount' each*" month for insurance^ yeu woul-d have $10.60 niore money 
for yourself. Rpmember, you can 'call al Mrs. Able. ' ' ' 

■ J ■■' • ' • ■' ' " ■ 

TELEPHONE 'CALL TO EXECUTIVE SECRETARY 

You are f. Blaine Abraham of Dcclo and you have hit it lucky in the • 
stock market. You- wish to make an appointment with the Vice President 
so you \:an get all your obligaticJrfs to BOP, INC., cleared up. Remember, 
you can calVas Mrs. Abraham. '"^ 



TELEPHONE CALL TO ^EXECUTIVE SECRETARY . . , 

You are Howard C. Anderson of Castleford and you would like to make an • 
appointment with a Vice President so you can fill oijt another loan 
application. You do npt beli^eve you filled out-yaur original application 
correctly. • ' ^ /, ^. ^ 




TELEPHONE XALL-"^-TO RECEPTIONr.ST \ • ' / . 

You are Harvey M. Ahlstrom of Sun ValJKy and you have recen^ly^ been -having 

trouble making your checkbook h/lance. -You are calling. BOP, INC., to see 

if BOP will hold up on cashing your check you have just sent them. This^ 

call^ should be transferred to the Vice President.. Remember you' can call 

. ^ ' ■ * K . • 

as Mrs. Ahlstrom for your husband. 



TELEPHONE CALL TO EXECUTIVE SECRETARY 

You ares Robert M- Addams of- Springfield and you wish* to know if your 
letter concerning your^ returning to BYU to get a.master*s degree has , been 
answered. If yoar letter has been answered, you wish to have the answer - 

\ ■ ' V 

read to you over the telephone because you hiave not as yet received it. 



•Remember, you can be Mr^, Addams tailing for your husband. 



\ 
\ 



TELEPHONE CAL^-— -T,0 INSURANCE CLERK ^. 



4 * 

, You are Ted A, Albertson of Ucbn ind you would like to know how much of ' 
youV mortgage payiflent goes fbr i-nsurance,^ Remember, ^you ^can be Mrs, 
Albertson^calling for your husband, lAnswer is $1,80, 



0 



.TELEPHONE CALL TO INSURANCE CLERK ' 'I^' * Z-" 

You are Perry G. Ahlander of Idaho Falls and yotiiw^ish td'^Tobw.t^h'dw iffff?^^ 
your insurance coverage ,1s and how much yoVl^aV^^^^^W morvtkJ'cf-n^^^^^ 
Remembdr, you can be Mrs. Ahlarid^ ca11ii^.far/yow^ 

TELEPHONE CALL TO VICE PRE SI DE-NT /'/'' . >• 

1 . ■ - / ' ^ ■ ' ^ y'" 

You are Roy A. Arnold, locally known.-as "The Baron of MayfieTd ,", and 

you rec-ently wrote a letter to BOP,Jt^C., concerning a lo^' to; build 

an air strip and lodge to cater to the very wealthy. You have not as 

* yet received a refpfly. If a reply I. as been made, you would liVo the 

» 

letter read over the telephone to'j^ou. Remember, you can be the^* 
Baroness of Mayfield calling for, your husband. . 

TELEPHONE CALL TO POSTING AND TAX CLERK 

Ytu are Henry L. Abernathy of J^ahpiFalls, B9iuievil1e Countyi and you 
^ want to knowhhow much the tcfxes wer^oh your mortgaged property. \ 
\:R'emember, you can be Mrs. .Abernathy calling for your husband. , ^ 

" ; ■' ■\ 

TELEPHONE CALL— ^.-TO MNSURANCE CLERK* ... ' , 5.^ 
.You are Reese A. Allsop of Boise ^nd you want to know*who the insurance 
company is that insured your mortgaged property. You want to contact 
' them personally. * ' \ " ' - 

RemeiDber, 70U can be Mrs. ATI sop calling for your husband. 



_ jaEP41^NE CALL >^--'-T0 vice /f^$ICE^^^ ' .;'>:^ . . > 
^ You .&f^' Robert E,'/Adaffis.orr^of ^faci an^'yqi/ wa'pi't^.knoy/ if you "^csn ' 
^>maJ5:e''yolir; payments in a rather /(Erratic 'f^cFtineri: You we(nt to make three 
.♦/monthly 4^y«nen):s^jjy^ later make three monthly payitients. 



You 'beljtJN^ the-eiiriy-^?^ wi'TI makeup for the X^ite j(5nes arrd it 



- -win 'bai;ajTCfif-otifr^ Remember, 



your husband, ^ \ 



you can be MrsT-Adams^pn and call for 



■ .1 



. V 



Telephone -CAu. to- receptionist ^ 

You are CiTarles D'. Ackerson of Blackfoot and you wrot^ jVeV^er to " 
BOP, "INC., requesting a breakdown of your monthljr payment whtcH is 
$120. You have not yot^ received an ansv/er'to your letter, and" you .are. 
. wondering why, because you neea to'know the infoTinatibn for a 'biis-iness 

• • - 

. deal you are involved in at the moment. Remember^ you can call as ' 
^JdPSi Ackerson. ' • 

O; ^ - V- 

• /• ' . • : ■' ■ 

' TELEPHONE CALL TO EXECUTIVE SECRETARY - ' • ^ 

' ' / ' ' X ^ ^ 

You are Mr. Howard F. Aland of Arijno and you would like to make an 
appointment with the .Vice President to talk^, ov.'er some of your mortgage 

i ' ■ ' : 

docunrants . A ' 1 ' \ . \ \ \ ' 

You do not uncfeVstand ^11 the clauses in yqur^greement. 
Remember,", you can calP^is Mrs. Aktnd making an^appointment for your^ 
husband.. - - *\ f^.^r' - - . 



TELEPHONE CALL TO CASHI^ 

You are Willi am C, All^y of New tieadows -and you have noticed in the Welcome 
|Letter you receive^ that it was. aH '.r.tght'lt^ contact BQP, INC., whenever 
you had a question-v Yoli^are wondering \f this is correct and, if it is,- 

you would like to know how much irtter^st you p>4;dronrfaynient 127:."-', 

'/ ' ''»,•■<' , ' ♦ " - / ^ 

•^Remember, you can call as Mrs. Alley calling- for youi^^iiiband. 



TELfPHOWe CALL--:-^-70;VIQE PRESIDENT 
':YQtsajre Clifton A. Abbbft 6t Shelley and youf afe curious as to 
'^wRfelher BCJP^'^NC* , v^ill ^tlowi^'Chattel mortgages.. Remember, you can be 



Mrs. Abbo%t caUijjg-for your husband. 



tB^PHONE CALL— •-rTO-'V;ICE PRESIDENT-. '. • 

You are Peter G. Ackl^ey of Idaho fi\M abd yoa >SfrOte BOP, INC. a letter 

requesting an .AnnuaV,Statement. You. haVe^hot yet J^ceived»your AnnuaV 

StatemenCgnd you are^etting disgusted 
" ■ \ 

Remember, you can call as, Mrs. Ackley> 




TELEPHONE CALL TO CASHIER' 



-You are Gary R. Albee Of 'Idaho Falls and you wish to'»know the Jldme of 

1 . 



your investor as you wi* 
you can be Mrs. Albee calling 



ish^o contact the comparii(\pers)i)nany. Rdmember, 
calling for your husband. \\ \% , * \ 



TELEPHONE. CALL-— --TO RECEPTIONIST 

VolJ. are Daniel R. Alsop of American Falls and you would .like to know 
j*f BOP, INC. will accept a chattle mortgage. You have a large numbfer 
of .§.heep you would "like to mortgage to build a new home for yourself. 
rBemegflJerjyofi^car^ Hrsr Alsop calling for your husband. 



TELEPHONE CALL -TO ANY -POSITION 

You are a real good friend of the person you are calling. You have some 
extra time from^your work and just want to chat for a while. Be a little 
persistent and refuse to hang up. You have nothing to do and v/ant to 
kill a little time. You may wanfr-to talk about a date or what you are 
going to do this evening, etc. Try to keep the person from getting 
back on the job. , . ' 

TELEPHONE CALL TO INSURANCE CLERK 

You are Charles Able. You are investigating the possibility of changing 

insureyice coijpanies'and want to kil^w^ow much you pay into- your 

*■ 

insurance reserve each month and how ;nuch it totals each year. This 
should^be treated as a routine call/'by both y^u and by BOP, INC. Get 
the information as quickly as po$'sible. You 'are in '^big hurry. 

• # # r 



TELEPHONE CALL TO P^^TING AND TAX- CLERK 

You'are Richard Ml Addamsy You needVone simple answer from'this clerk. Whr 

// / '/ 

-IS the total yearly reserve ^fo^r^ your property. Make the call very 
brief and to the point,*' >V • 



TELEPHONE CALL TO CASHIER V 

You are Clifford Adair of Arco and you wrote to BOP, INC. requesting a 
comprehensive breakdown of your $42 'mortgage payment. You have not as 
yet received an answer. 

, Remember, you can be Mrs. Adair calling for your husband. 



TELEPHONE CALL TO EXECUTIVE SECRETARY 

You are Paul A. Ackman of Payette and you have an insurance claim 

a^ couple of months ago but the insurance company claims you do not have 

a policy with their company. You wish to make an appointment with the 

Vice President to clarify the situation.' 

Remember, you can be Mrs. Ackmaa calling for your husband. 



TEL-EPHONE CALL TO CASHIER 

You are R^y P. Abernathy of Boise and you wish to know how much, you still 
must pay back. In other words ,^7ou wish to know the balance of your loan 
Remember, you can be Mrs. Abemathyj^alling for your^^usband. 



TELEPHONE 1:ALL-^ TO CASHIER 

You are Charles W. Atwood of Teton and you cannot remember if you made 
your mortgage payment last month.' * • 

Remember, you can be Mrs. 'Atwood- calling for your husband. 



J- 
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TELEPHONE CALL TO INSURANCE CLERK : 

Your name is Mr- Kimball (don't give first name unless you are asked 
specifically for it. Use George if you heed it.) You are an insurance -* 
auditor for the Beehive Insurance Company and;ydlr job is to check 
policy holders to see that their proper jty is what they say it is. You 
'have been checking a Mr. Robert A. Bennion as you have heard that he is 
using his basement for producing fire crackers- whi ch is against the 
rules of the insurance policy. You want the insurance' clerk to call 
Mr. Bennion and ask him if this is true. If it is true, the insurance 
rate will have to be raised to compensate for the increased risk. 
After the insurance clerk has called Mr. Bennion, He is to call you back'' 
and report on the finding^. THIS IS A VERY VITAL MATTER AND IS TO BE ' 
HANDLED IMMEDIATELY OR THE ''INSURANCE WILL BE TERMINATED, V/hen the 
insurance clerk calls for Mr. Bennion, deny that yo<^. are making fire 
crackers. Let a hint slip that you are lying and play it by ear frontf^ 
there. You may even change your story if you get caught in your lie. 



TELEPHONE CALL- ATO RECEPTIONIST ' 

As sojon as the receptionist answers the phone begin your conversation by 

sayvrfg \ have lost my couporh^il^Act^lranti c because your, husband told 

t 

you to pay the bills just before he left town. He will be out of town 
for four weeks and will skin you alive if-he returns an;! finds that you 
haven't paid the mortgage. You are Mrs. Joseph Benson -and your payment 
is around $155 or so). BUT DO NOT VolUNTEER EITHER. Make the receptionist 
beg you for^that information. Be, rattled during the entire conversation 
and keep repeating that you have lost your coupon. QSOD LUCKl • 
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TELEPHONE CALL TO VICE PRESIDENT 

You are Carl M. flmes of Oakley and you would like an' J^pointment with 

I 

the Vice President so you can talk over some clauses you don't under- 
stand in your mortgage contract. Specifically, you do not understand 
the ecirly payoff fee. ^ 



ember you caVi be Mrs. Ames. ' i * 



TELEPHONE CALL TO CASHIER 

You are Howard C. A|lderson o^C^leford and you are trying, without 
giving your name, to find ou^ what BOP, INC., thinks of your payment 
habits. .You are thinking about borrowing some more money and want ta 
know where you stand. 

Remember you can^ be Mrs. Ahderson cllling for your husband. 



i * ^ ' 

TELEPHONE CALL TO VICE PRESIDENT . « 

You are William G. Abriey of Boise and you' wi^sh to make an appointment 

to clarify one of your lt)an documents. You do not believe you have* | 

been*getting a fair share. ' \ 



Remember you can call as firs. Abney. 



TELEPHONE CALL rTO CASHIER . ' ' . 

You are Porter F. Angus of Inkom and ^ou want to know who your 

investor is so you can contact the company personally. ^ \ 

Remember you can be Mrs. Angus calling fo*' your husband. 
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TELEPHONE CALL TO CASHIER 

• You are Thayne G. Abrams of Firth and you recently wrote a letter to 

BOP, INC. requesting BOP to refinance your loan. You have not heard 
I from anyone as yet on this request so you are calling to see why you 

have not hear^. 

Remember, you can call as firs. Abrams. 



■'■TELEPHONE CALL TO RECEPTIONIST 

Begin your call by asking "Is this the BOP Insurance Company?" 
' If the .answer is, yes, ssk how you go about getting car insurance on 
your new Red Firebird Pontiac Corj^ertible. If the answer states^ that 
this is a mortoage. company and not an insurance company, cordially 
conclude yourjcallljy apologizing for getting the wrong^number. 
Fotlow'" through >with the- conversation until tPfe receptionist realizes that 
this is the wrong number. ♦ - „ 



TELEPHONE CALL TO POSTING AND TAX CLERK 

You are Curtis F. Ackerlind of Blackf^ and you wish to know how much 

you pay annually for taxes and insurance. „ 

Remember, you can be Mrs. AckerHiiii calling for your -husband. 



'• 

TELEPHONE CAL\ TO POSTING ANQITAX CLERK 

You are Rudolf D..Albeft'Of Paris and you wish to'know the interest 

rate you- are baying ort your mortgage amount: 

ft 

Remember you can call as Mrs. Albert for your husband. 
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TELEPHONE CALL— ^-TO EXECUTIVE SECRETARY 

* ' ' ' - r 

You are Mr. Robert H. Abel of Pocatello. About a week ago you wrote a, 

letter to BOP, INC. requesting a breakdown of. your loan payment. You 

have not received -an answer as yet and you are wondering if the 

letter has been ans\vered. , 

Remember, you can be Mrs. Abel. 



TELEPHONE CALL TO EXECUTIVE SECRETARY 

You are Victor G. Allen and you recently wrote a letter to BOP, INC. 
asking for additional loan so you could 4)uild an eating establishment 
at* Cove Fort. You .woVid like to know^f the letter has been answered 
and, if it has, you would like the letter read to you over the telephone 
Remember, you can be M^S". Allen calling for your husband. * 



TELEPHONE CALL— —TO POSTING' AND TAX CLERK . 

■ ■ ■ - ■ ' ■ - K 

You are W. Russell Andreason 9^ GJens Ferry) and you a/e concerned 
that the tv/o gypsum plants in Sigurd will raise your raxes. Tou vyan 
to knov/ whether BOP, INC. has any knowledge concerning a raise irj taxes 
Remember, you can be Mr. Andreason calling for your husband. 



TELEPHONE CALL TO POSTING AND TAX CLERK ^ ^ , 

You are James R. Anthony of Aberdeen And you want ta know how much 
Interest you have paid in t^^e last six months. You also want to knew 
at what interest rate you borrowed your money. 
Remember you can' be Mrs. Anthony calling for your husband. 



TELEPHSIe call TO' POSTING ANt) TAX CLfRK t' 

You: George E. Arnell of Aberdeen and you wish to know if BOP, INCg^ 
has^ia^f? other Arne Us as customer^ ^ 



RenieirolSr, you can call as Mrs. Arnell 



TELEPHONE CALL TO POSTING AND TAX CLERK 



You am Walter H. AUred of Glens Ferry, and you are wondering if a ' 

talkinc 



mistaJ^ has been made. In 



ig to your County' Assessor you find 



he sayi-you paid over $500 in taxes "jast year. Your assessor says he 
is sure^-you did not pay over $325 in taxes. According to your Annual 



•'4 



Statemlnt received from BOP, INC. you paid $306.60 in taxes. You are 
wondeif ng who is right. 

Remember you can be Mrs. All red calling for your husband. 




TO POSTING AMD TAX CLERK 



TELEPIpE CALL— 

Yon a% Mar!' G. Adams of BTackljfoot and you are very wealthy. You wish to 
know f^ow much of your monthly mortgage payment goes for taxes. You also 
wish to know how much in taxes you paid last year. 
Rerem&r you can be Mrs. Adams calling for your husband. 



TEOEEIONE call-— to CASHIER 



You^rlyi'e Paul G. .Addison of Rexburg and you have not received an answer 
tdi^^r letter requesting information. You want to know how much 
inlti^^st you have paid in the last 12 months. 



Ij^l^er, you can be Mrs. Addison calling for your husband. 
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SUGGESTED RUSH JOBS FOR USE IN PHASE iv 
. OF THE 

BOP SIflULATION 



\ 



1 



1^ 



PROCEDURES FOR RUSH JOBS • . 

1, Clear your desk so you can« work- through the .rush job as 
efficiently as possible. 

2, Answer your telephone as -you would during ^the regular day and 
respond as quickly as possible. Get back to' the rush jqb 

• ' immediately, 

3, ^ Quit worki^ng on the rush j.ob when you are told to^ do so. If 

you finish the job before you are asked to stop, hand carry it 
to the President, 

DO NOT INCLUDE THE RUSH- JOB WORK WITH THE REGULAR DAY'S fORK, 

4, The rush job^will last. for one-half hour (30 minut£s) 

TEACHER'S NOTE: THIS SHEET SHOULD ACCOMPANY ALL RUSH JOBS. 
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VICE PRESIDENT RUSH dOB 

i - 



TEAM 1 * 4 



Ypu^are to complete a payroll. ^The amounts to be paid are as 
toUows: ' ' ' , , 

. ^ I Vice President $800 

^ Executive Secretary 60Cf 
Receptionist/ ^ 

, ' Administrative assistant' 525 

Cashier ' ... 450 

Posting and Thx Clerk .410 

Insurance Clerk ' ^ 390 ' 

You -are to compute an early payoff for Wilt^tm J. Andrew as of 
pa'yment .#13. ' ' ^' 

You are to compute an^annual Statement as of April 15 for 
William J. Andrews. , • ^ 

- t 

VICE-PRESIDENT RUSH JOB ' , 
TEAfl 2 A ■ 



You are to comple.te a payroll. The amounts to be pard arenas 
foUowsiv " ' ' 

'Vice President / $800 - 

, . ExecuttVe Secretary \ 550 , 

"V ^ - Receptionist/ 

- )Wministrative Assistant *».'475 \' 
^ C-as-tiiar ^ 400 

/ ■ Posting and Tax Clerk 360' - ' 

S- Insurance Clerk 310 "i \ 

... ^ 
Compute an ean'ty payoff for Silas R. Bush as of payment \ 
number 33. ■ ^ \ ' ' . -4 ' . ' ^ 

Compute an annual Statement as of April 15 for Silas R. Bush., 



' • ' . EXECUTIVE SECRETARY RUSH JOB . * ' ; 

V 

1. You have five letters tb type. Three must be transcribed from the 

< enclosed tape, and two must be typ'jd from the attached rough draft. ■ 

■ Be sure'^to make a carbon copy of each letter. . ^ > 

(ROUGH COPY)' ' , ' f 

Mr. Roger Nelson, President, The State Insurjince Company', .< 
Salt Lake City, Utah 84112 '. • 

Dear Mr. Nelson, f.lany of the employees in our company have expressed' the 
'desire to have a plan for group insurance explained to them in detail. 
We should like to develop more interest in this subject. We find, how-, 
ever, that insurance must be thoroughly understood by one before he can 
explain group^ insurance to the employees in our firm^. None of us has 
the ap-to-th'e-miniite \nformation that we should have to make spch ^' 
talk. . ' • ■ - , 

Would it be possible to arrange to have a representative of your company 
come to our office next Wednesday and explain the subject to our employees 

Very truly yours. 



Business Consultants, Inc. 

2392 Michigan Boulevard, Chicago, Illinois 60601 

Thank you for your recent request to meet with me to plan a po'ssible 
study of our office layout policies. I appreciate your interest, but I 
do not feel that we need your services at this-, time. 

Being a new organization, we consulted with a firm from Los Angeles 
^hen we set up our office. We are very pleased with the present layout, 
and we do not expect to make ar.y changes in the near future. 

If we should ever decide our office layout needs to be improved, we 
- wil 1 conjbact you. I 

Very truly yours, 

r ' ■ ■■ ■ 
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\\'. , ' EXECUTIVE SECRETARY. RUSH^ JOBS 

\\ (continued) . 

Transcription letters (to be put on transcription belts) 

Mr, John, Wilson , 

285 Brentwood Road ' • . ^ ^ " * . 

Ogden, Utah 84401 ^ ^ ; > 

Dear Mr. Wilson: ' ; ! ' 

You are one of five applicants selected from more than' for^y 'for whom we 
are granting personal interviews. Your fine application Tetter ahd well- 
organized data* sheet made a good impression. I wish more 'young people 
^ realized the importance of these two items when applying for.ia job. 

Please call our receptionist and arrange* for an interview *wii;h .me withi^i 
the next two weeks. I look forward to thif opportunity, t^ talk with you. 

Very truly yours , ' 



Dr. Roy Thomas, President , 
Stevens Business College \ 
Becker Drive Los Angeles, Califd^rni/ 90012 

Bear Doctor Thomas: * , " • 

I regret that I will be unable to speak at your conference on June 10. I 
will be out of tovm that week on a business trip. • ^ 

I have always enjoyed participating in ypur confgrendes, and, l\ish you 
success In this year's meeting, if I can'^e of service at/a lat^r 
date, please Jet me know. ^ - ^ 

Sincerely yours. 



/ 




EXECUTIVE SECRETARY RUSH-JOB 
(continued) - 



Transcription letters (to be put on transcription belts) 



Mr* *A1 an J Sessions 
Chairman, Heart Fund 
25 South Temple Avenue 
Salt Lake City, Utah 84112 



When you telephoned this morning, you asked me- to send you the names of 
all volunteers from my area.* We have just five v/orking- at the present 
time. The names of these volunteers are given below: \ 



Ben Carver 
Frank Curtis 



Ann Hadley 
Louise Otto 



Paul Roberts 



"We are having our second meeting next Monday, and -I plaiJ to distribute 
the information sheets and materials' that 'I received at the district 
meeting. You should receive the* first contrtbutions in about two / 

^^.weeks. ' / 

VJe are looking forward to *a successful campaign. 
Sincerely yours. 



/ 



/ 



ERIC 
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. • AmiNISTRATIVE ASSISTANT RUSH JOB. . «^ 

TEACHER'S NOTE: THIS RUSH JOB MAY BE/cOMBINED WITH RECEPTIONIST 
RUSH JOB. / ^ . 

!• Space these calls so that they are at least five minutes^'apart, 

2. Each Executive Secretary is to receive one call. 

3. Each Hosting and Tax Clerk is to receive two calls. The fin^t two* 
calls for the Posting "and Tax Clerk should go to one person and the 
second two calls stiould go to the other Posting and Tax ClerR,y 

4. Make these calls as you normally would. Be sure to make out an v 
Activ^/ity Log Sheet and evaluate each call. 

V 



\ 



TELEPHONE CALL TO EXECUTIVE SECRETARY 

You are Mr. or Mrs. Clifton A. Abbott. You recently received a letter 
from BOP, INC. telling you t+iat you did not have enough money' in your 
tax reserve to pay your taxes. The letter requested you send a check ^ 
for the additional amount. You have lost the letter and cannot remember 
the amount. Ask the Executive Secretary to' check the files to find the 
amount. 



Answer: $^6.00 



TELEPHONE CALL TO EXECUTIVE SECRETARY- ^ 

You are Mr. or Mrs. Reese A. Allsofv^e^ 'You r^ecentTy; received a letter 
from BOP, INC. telling you that yoirdid^not have enough money in your 
tax reserve to pay your taxes. The' letter requested you send a check 
for the additional amount. Ask tne Executive Secretary to check the 
files to find the amount.* 



Answer: $103.32 / 



V 

\ 
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Ami NISTRATP/f'; ASSISTANT RUSH JOB 
(cohtinuefi) 



TELEPHONE CALLS TO POSTING AND TAX CLERK 



You .are Mr. and Mrs. Gerald C. Berg;, and you vn'sh to know how much 
your monthly payment to BOP, INC. is: f 



. Answer: $35 

• • ^ 

> You are fir. or Mrs/ Keith M. BKngham, and you v/ish to know what 

portion of your mdnthly payment gjDes into your tax reserve. 

Answer: $46,02 




You are Mr. or Mrs. Walter H. All red, and you v/ish to know how much 



your monthly payment to BOP^JNC. is. , . ^ 



Answer $139 



You are Mr. or Mrs. Delbert V. Allan, and you v/ish to know what portion 
of your. monthly. payment goes into your taxN:T^.erve. 

Anserrr $10.72' ^ 



V ■ 

V 



-112- 



-A. 



RECEPTIONIST RUSH JOB 



TEACHER'S NOTE: THIS RUSH JOB MAY- BE COTBINED WITH THE ADMINISTRATIVE 
ASSISTANT RUSH JOB. 



1. Type final copies of the two rough drafts attached to this sheet. 
Be sure to make a carbon copy. ^ 

2. Hake additional corrections as necessary. 

3. Write a letter to the president asking for a raise in pay. Be sure 
to justify your request. Also, be sure to makG a carbon copy. 



Mr.. James Short, 457 Central Avenue, Phoenix, Arizona 85004 

Dear Jim, I don't know whether Walter Youse, president of the Phoenix 
chapter has contacted you or not about the poll being taken by the 
planning Conmi ttee.^Iirxase he has not, I am enclosing a pamphlet 
that explains, the overall plan and details our part in it» 

Since you served with us on the original cormiittee, will you serve with 
us again this year.^ We continue to need your help and advice on this 
important matter. < -j- 

Walt would liW to have our part pf the survey^completed by the first 
of August. I believe that we can\do this since we have already 
outlined what we plan to do in order to cover the Subject. 



Our next meeting will be held at Newhouse's on April 7 at 7:30 p, 

A second meeting will be held on April 15—same liiiKj, and.place. 
See you there I ^ * 

Very tri^y yours, 



m. 
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. CASHIER RUSH JOB 



You are to post the attached coupons to the proper Investor's 
Ledgers. \ . . 



You are to complete k Daily Sumrtary and .Recap as you post to the 
Investor's Ledgers. ' ^ 

You are to send a Welcome Letter and Payment Facts Sheet to the 
borrower making his figrst payment.* 

A^ample Welcome Letter is in your manual. 




V 



V 
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CASHIER RUSH JOB 



1. S^e-cal bad checks (checks which were returned, by the bank because 
the drawet:did not have sufficient funds in his account to coyer 
the check) have been returned to BOP, INC. 

2. When BOP, INC. makes a bank deposit, a portion of the deposit goes- 
to each Investor's account. How much each Investor receives. is 
determined by the Daily Summciry and Recap amounts. Because the 
tracing of an individual check to a particular Investor's account 
would be very difficult, BOP, INC. upon receipt of a bad check 
immediately makes out a check to the First Sincerity Bank of Idaho 
(this is where BOPj- rNC. maintain'^ its .account) to cover the bad 
check. This keeps individual investor accounts from being affected 
by a bad check. 

3. You should make out a check to the First Sincerity Bank of Idaho for 
the total of the bad checks you have received. 

4. ' You should write a letter to each individual who is responsible for 

a bad check telling him he must make the check good within a few 
days. ' . 

5. A sample Bad Check Letter is in your student's manual. 



' TEAf-l 1 ^ • 

TEACHER'S NOTE: You should attach a bad check to the Cashier's Rush 
Job aJt, this point. The check should be written out to BOP, L'IC. for 
$35 by Gerald C. Berg. The check should be marked Insufficient Funds. 



. TEAM 2 

TEACHER'S NOTE: You should attach a bad check to the Cashier's Rush 
Job at this point. The check should be written out to BOP, INC. for 
$120 by Norman E. Bishoff. The check should be marked Insufficient" 
Funds. 

I 

1 



7 
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POSTING AMD .TAX CLERK RUSH JOB 



1. BOP, INC. has an •a9reement with each Investor that we will pay the 
taxes on all rportgaged' property. Therefore, each borrower must pay 
a certain amount each month for taxes to BOP, /INC.; and this amount 

. is set aside to pay the taxes on that borrower's mortgaged property. 
To" find the ^ount of taxes on each piece of mortgaged property, the 
Posting and^fax Clerk sends the original of the Loan Card to the 
county assessor of the county v-zhere the property is located. The 
county assessor writes the amount of taxes due for that property on 
the back of ^he loan card and returns it to BOP, INC. If the borrower 
has paid enough money into his tax reserve, BOP,' INC. then pays the 

• takes on the mortgaged property. More money must be requested 'if the 
borrower h^s not paid an amount suff-icient to cover the taxes due. 

« 

2. * You should type a letter requesting the tax asse.ssment for each 

borrower listed on the attached sheet., ; 

3. Only one letter needs to be sent to each county- assessor requesting^ 

* the tax ^ssessment even though there is more *than one Loan Card for 
that courity. . 

4. A sample Tax Request Letter and the names and addresses of each 
county assessor' are found in the Student's Manuals 

5. To find the enclosure(s) (Loan Cards) for each letter, you must go 
to your Loan Card File which is filed first by county and then 

w/* alphabetically by name within that county. The original of the Loan 
Card Should be enclosed with the letter and the. duplicate should be- 
left in the Loan Card File. 

6. Upon completion of this- task. sheet , begin- iirmediately with the next 
task sheet using the loan cards you have retrieved from^the fi.le. 



TEAfI 1 

Tax Notices Due ^ County 

Douglas E. Bond Power 

Phillip W. Armstrong Idaho 

TEAf^ 2 

Tax Notices Due ' • County 

» ♦ 

Donald J. Ballard Butte . 

Alden M. Brown • • Bingham 
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POSTING AND TAX CLERK RUSH JOB 



1, Each county asses^r has written the tax assessment (the taxes due) 
on- the back of each Loan Card and returoed it to BOP, INC. 

2, You should check tHe tax assessment against the tax reserve amount 
for each borrower. The yearly tax reserve can be found by multiplying 
the amount of the monthly tax payment (found on the borrower's ledger 
by 12, ^ • ' 

3, You should pay the taxes for each borrower with sufficient money in 
his tax reserve. You do thjs by having the Receptionist write a 
che.ck to -the appropriate county assessor and enclostng this check 
with* a letter of transmittal. Only one check needs to be sent to 
each county aspessDr to cover all the borrowers tn t|at county, 

4, You should type a letter of transmittal to transnfVt the chfeck to the 
appropriate county assessor. The check should accompany the letter 
of transmittal when it* goes tp the Vice President for signature, 'A 
sample letter of transmittal and the names and addresses of each 
county assessor are in- your student's manual, 

6, Be certain the Loan Cards are refiled when you are finished working 
with them, v * / ' 





INSURANCE iCLERK. RUSH JOB 



1. Al^l§gsurance policies received by BOP, INC. must be processed to 
det^nline if th^ right customer, property, and mortgage amount is 
covfeWd by the insurance, f 

3| . ^ 

2. BylQMig your Master Customer List you c^n determine whether these 
thr^^^lthings on each policy are correct. ^ 

3. Yoiftpould fill out an Insurar.ee Correction Form on'^ach incorrect 



^. Youilhould write a Premium Letter to each borrower with a correct 
, po%cv telling him his insurance has been approved. A sample 
' Preifym Letter is found in your Student's Manual. 

TEACHER'S NOTE: PREPARE A SET FOR EACH TEAM. 

Policy No'.: 05-038 . 

Insuree: American Western- Life Insurance ^ 

Insured: Paul G. Addison, 353 South 1100 East. -Rexburg, Idaho '83440 
Proper^ty Description: Lot 2 Block 18 Sunrise Heights. Extension' #9. 

Rexburq. Idaho . \ 

Amount of Coverage: $14.000 ^ 

Effective Dates of Policy: November 1. 1969 to November 1. 1972 

Cost of Coverage; $84.00 " . 
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INSURANCE CLERK RUSH JOB 

V 

1. BOP, INC. has an obligation to its' investors to keep all mortgaged 
property adequately insured. 

2. Sometimes a borrower does not respond ^ a request for additional 
insurance funds as rapidly as BOP, INC/^/ould/like. When this 
happens, BOP, INC. usually receives a Pol ipy^Cancel lation Notice 

^ from the insurance company indicating a policy is about to expire 
because of nonpayment of premium. ^ 

3. A Policy Cancellation Letter must^then be sent to the borrower 
indicating that action will be taken if he does not send the additional 
amount necessary to pay the pf^mium^ A sample Policy Cancellation 

> Letter is in your Student's iManual.* 

J 

4. You are to send a Policy Cancellation Letter to each borrower 
identified by, a Policy Cancellation Notice. 

5. The loaiT number and policy number are identical. 



POLICY CANCELLATION NOTICE 
TEAM h 



I 

BOH INC. , 
Career Avenue 

Going Places, Idaho 8|221 
Gentlemen: ^ > ^ - 

Subject: Insurance Policy No. 03-006 



Subject policy will be cancelled on October 1 if renewal premium is not 
received. 

Present coverage is effective until end of thirty-day grace periods ^ 
Sincerely, 



John Jones 
Premium Clerk 

jal 
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INSURANCE CLERK RUSH JOB 



1. On the accompanying sheet you will find the names of borrowers, for whom 
you are to renew insurance policies. ^ ' ■ 



2. You should check the cost of renewal lagainst the insurance reserve 
amount for each borrower. The yearly insurance reserve can be found 
by multiplying the amount of -the monthly insurance paymejit (found 
either in your flaster Customer List or on the Borrower's Ledger) 

by 12. I' ' _ . * . 

3. If the insurance reserve is sufficient' to cover the amount of the-' 
premium^ you should have the Receptionist write a check to the 
appropriate insurance company. Only one check covering the insurance 
for al 1 borrowers whose premiums are due needs to be sent to each 
company. 

4. You should type a letter of transmittal to transmit the check to the 
appro[)riate insurance company. YHe check should accompany the letter 
of trajismittal when it g'oes to the Vice President for signature. A 

^sample letter of transmittal and the names and addresses of- each 
insurance company are in your Student's Manual. 

5. If the insurance reserve "is insufficient to cover the insurance • ' 
amount for a particular borrower, you should type a letter to that 
borrower asking for additional funds. s A sample letter is" in your 
manual . ^* ■ 




TEAM 1 



I>isu ranee Policy Renewals 



Cost of Renewal 



Policy No. 



Max D. Bowman 
Alden M. Brown 



$ 32.04 
137.05 



02-023 
1 1 -059 



TEAM 2 



Insurance Policy Renewals 

< 

El son R. Brady 
John R. Briggs 



f DO. CO 
154.70 



Cost of Renewal 



04-093 
03-056,. 



Policy No.' 



INSURANCE CLERK RUSH JOB 
(continued) 



Policy No: 09-080 



Insuree: 
Insured: 



Cal iforni a Western Life ^Insurance 



Clifford Adair, 1457 Van Btiron Avenue, Arcxu Idaho 83213 




|0 



PropaM/ Despription: Lot 16 Block 5 Sunset Road, Devolopment §7, 
Id'aho 83213 . ■ • . - 



unt of Coverage: $4,300.00 



Effective abates 'pf Policy: October^ 15,' 1969 to. October 15, 1972 
Cost of Coverage: $32.04 ' 



Policy No: 11-066 ^ 

Insuree: Farmers Insurance Group 



Insured: F. Blaine Abraham, 2910 Cascade Hav, D%c1o. Idaho 83323 
Property Description: Lot 2 Block 12 Sunset Rcj[d, Addition #4, , 



Decio, Idaho 83323" 



Ampunt of Coverage: $18.000 



Effective Dates of Policy: October 1, 1969 to October 1, 197'1 
Cost of Coverage: ■ $108.00- < 



ERIC 
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INSURANCE CLERK RUSH JOB 
(con^tinued) 



POLICY CANCELLATION NOTICE 
. • . TEAM 2 ' / 

^ N BOP, INC. 
^ Career Avenue 

Going Places, Idaho ' 

V 

Gentlemen: 

Subject: Insurance Policy No/ 06-029 . 



Subject policy will be cancelled on September lif renewal premium'ls 

not received. , 

Present coverage is effective until end of thirty-day grace period. ' 

Sincerely, ^ ~ 



John Jones 
Premium Clerk 

jal 




SAMPLE QUESTIONS FOR TEACHERS TO ASK DURING INTERVIEW 

• f ' , 

1. Wha^are your plans for^^the future? 

2. What grades are you getting irTscRSOl? 

3. What courses .do you enjoy most in school? 

4. What courses do you dislike the most in school? 
^some of your hobbies? 1 

5. Do you betong to any clubs? j 
7. How did you become interested in our firm? , / 

•8. What makes you think you will like this type of work? 

9. Do you own an automobile? 

10. Do'you feel that you--§^t along well with people? Why? 

11. " What type of work have you done' in the past? Wh^at company? 

12. Do you get along welTwith your parents? Brothers and sisters? 

13. How many in your family? 

14. What is the condition of your health? How much 'school have you missed? 

15. What would you expect for a starting salary? 

16. Qo you think you can satisfactorily perform this job? 

-17. When can you start work? ^ 



.ERIC 
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X' ■ y ^ INTERVIEWERS CHECK l,IST . 

1. What was your first impression of the aWl^cant with respect to his 
general appeaf^ance arid manner? ' V^- 

2. What was-your opinion of the^'applicant's attitude? 
' Eaceptionally good Above average 'Average Poor 

3. Did, the applicant appear as thDugli^he would-^' 
" Cooperate well vnth others '* ' Be non- cooperative ^^ ^ 

4. What was your opinion of his temperaraetot? 

Emotions well controlled AveVage ^disposition -'^ , . > 

Somewhat excitable Inclined to be- frVitab-Te- *• • ^ """^^ L 
\% ^ — f 

What was your Impression with respect to, his, general integrity and • 
character? -'^ ' ' 

6, Did the applicant's general physical conditior^-Z^nd stature appear to 
meet the requirements of the trade? ..^ ' 

E)^tremely well fitted from a physical standpoin t v\ 

Nohnal physical fitness Questionable ' * 

Unfit due to definite physical handicap ' t 

Did your overall impression of the applicant"* during the course 6f 
the interview . - ^ \ * 

Improve Remain the* same Change unfavorahfly 



8. General comments: 
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PERSONAL INTERVIEW FORM 



QUALITY \ ^ 


HIGHLY 
ArrEPTABI E 


ACCEPTABLE 


DOUBTFUL 


NOT ACCEPTABLE 
& WHY 

(x nil 1 


Personal appearance 










Poise .(self xonfi den ce) 








• 


Speech (tone and' granmar) 










Personality 




















Ability to make decisions* 










Social courtesies 










Acceptance, of policies* 










Mannerisms 
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BOP, IM C. 

CAREER A\fENUE 
GOING PLACES, IDAHO 
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EVALUATION SHEET 
SELF EVALUATION: 



1.. How do you react to stressful! situations? 

2. How do you react to undue criticism? 

3. - How do you react to praise? 

4. H9W do you react to constructive criticism? 

5. Hdw'do you react to restrictions of dress, specific hours, limited 
. released time, overtime work loads? 

6. How do you react to peers evaluating you? 

7. How do react to evaluating yourself? 



8. When on the job, hSw do you react to friction between employees, 
employer or friction from the outside v/orld? 

9. Any general comments that you. found our about yourself while 
working in BOP? 



ERJC 



BOP, inc. EVALUATION . . ' 

1. List -weakness of the program. 

2. List strengihts of the program. 

3. List your recommended changes. * V 

4. As an employee, v/h^t type of v/ork did you find interested you the most? 
(Bfe specific.) What type of wo-^k interested you the least? 

5. After beinq employed in BOP, IflC. , for a limited amount of time 
have yqu come up with any specific ideas as to: 

a. Would you v/ork irv an office full time ^ ^ ^ 

b. You v/ould not work in an office fulVor part time ^ 

c. You are still undecided about v/hat you v/ant to do. 



\\^^.^^L^''^^yQu E- Adamsorf-of 4^^ace an^'^yoLf wajii'tt^.knQw if you rtn 
* — . V ^^m^^ie' yoliri;.Rayments in a rather /Erratic 't^orfneri: You v;^nt to make three 
* -i:/^^ * '//monthly pay?ien]tsl. j^^^ later malce three monthly payrtients. 

rrd it 



You belj^N^ the;eiirj!y-fQ^ wi'TI make up for theNl^te idhes 
--w^n baVanx^oti can beJ^rsT-Adams'pn and call for ^ J^' f- 

your hasband. ^'^■\y ] v ' " - ' 



. TELEPHONE :CAli TO- RECEPTIONIST - 

You are CfTarles D'. Ackerson of Blackfoot and you v^rot^ !:leVjter to " 

BOP, INC*, requesting a breakdown of your moi\tfil>r payment whtch is 

$120. You have not yet^ received an ansv/er'to your letter, and" you .are, 

\ wondering why, because you nee^ to'kaow the fn^ormatibn for a -bUS'ines5 

^ - ■ -~ 

. deal j'ou are involved in at the moment. Remember^ you cap call as \ _ 
^JtiPSi Ackerson. ' • . ' 

. .y . , ■ . ;.. . . . . . 

TELEPHONE CALL TO EXECUTIVE SECRETARY ^ 



You are Mr. Howard F. Aland of Arijno and you would like to make an 
appointment with the y-lce President to talk: over some of ydur mortgage 
documents. A "L ' . ? i v - 

\ . .You do not undteVstand all the -clauses' in yqur^greement. 

\- " ^ . . t ' . • ^ ' • ^ 

Remember.'; you can calPcis Mrs. A-kind making an^appointment for yourJ^ 



\ 



husband. - - \ ^ ^ 



! \ 
t 1 
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